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1. To educate 250+ employees in Prince George's County in either English Commu- 
nication Skills for Speakers of Other Languages (ESOL) or in basic reading and 
math job skills. 

2. To develop a curriculum using work-related materials. 

9. Procedures: 

1 . Employees will be recruited to attend either ESOL classes or basic skill classes at 
the job site. Classes will be held for two hours twice a week for ten weeks. A 
counselor will be used to acquaint students with options available to pursue 
further training and education. 

2. Using materials collected at the worksite and skills utilized in completing job tasks, 
a curriculum will be developed for each worksite. 

10. Outcomes /Results/Products 

1 . A better trained employee 

2. A sample curriculum for each worksite location 

11. Educational Level(s) : 

All levels of ESOL and all levels of basic skills (0 - 12). A minimum of 40 hours of 
classroom instruction will be offered to all students. 

12. Target Population: 

Any employer in Prince George's County with a large number of disadvantaged or 
limited English proficiency employees. 

13. Estimated Number of Trainees: 
250+ 



14. Partner: 

Prince George's County Private Industry Council 
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PROGRAM DEnNITION 



The Prince George's County Public Schools and the Prince George's Private Industry 
Council have worked together since March of 1991 to provide workplace literacy classes 
at worksites for individuals in the County who are employed by ten different employers. 
These employers have recognized the problems of workers with poor literacy and 
deficient basic skills, and have chosen to attack the problem by providing educational 
opportunities at their worksites. Over five hundred employees participated in the various 
types of classes supported with federal funds . See table of worksites and list of key events. 
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KEY EVENTS 



3/1/91 Grant awarded 

4/20/91 Initial staff development meeting 

4/25/ 91 Classes 1,2,3 New Carrollton Department of Public Works 

4/29/91 Classes 4,5,6,7 Prince George's County Public Schools 

Maintenance Yard 

5/15/ 91 Classes 8,9,10 Laurel Race Track 

5/29/91 Class 11 Litton Systems 

6/1/91 Qasses 12,13 Sovran Bank of Maryland 

6/ 19/ 91 Classes 14,15 New Carrollton Department of Public Works 

71 10/91 Qasses 16,17,18,19 Prince George's County Board of Education 

Maintenance Yard 

8/2/91 Staff Development meeting 

9/4/91 Class 20 Sovran Bank of Maryland 

9/16/91 Prince George's County Private Industry Council hosts ''Round 

Table" meeting to introduce program to Chambers of Commerce 

9/26/91 aass21 Loral Aerosystems 

9/30/91 Qasses 22,23,24,25,26 Grace Culinaiy Systems 

10/7/91 Classes 27,28,29 Prince George's County Board of Education 

Maintenance Yard 

10/25/ 91 Presentation before Maryland Slate Department Of Education 

11/4/91 Classes 30,31,32 Laurel Race Track 

11/11/91 Class 33 Qntas 

12/4; ^\ Class 34 Prince George's Hospital 




1/7/92 
3/26/92 



4/8/92 

4/9/92-4/10/92 

4/13/92 
6/19/92 

9/9-11/92 



Qasses 35,36 American Pest Management 

aass3738 Prince George's County Public Sdiools Maintenance 
Yard 

Classes 39,40 Laurel Race Track 
Class 41 American Pest Management 
Class 42 Prince George's County Board of 
Education MaintenanceYard 

Class 43 Laurel Race Track 

Staff attends Maryland Association of Adult, Community and 
ConMnuing Education conference 

Curriculum meeting for staff 

Reception for employers, staff, and support personnel involved 
in program 

National Workplace Literacy Project Directors* Closeout 
Conference 
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B. OBJECTIVES OF THE PROJECT 



Literacy and related job skills have been enhanced through the partnership of the Prince 
George's County Public Schools (PGCPS) and the Prince George's Private Industry 
Council (PIC). The School System's Adult Basic Education (ABE) personnel worked 
cooperatively with the PIC to identify businesses in need of literacy and basic skills 
services. Identified employers assigned a representative to cooperate with the workplace 
literacy facilitator to focus on the needs of participants at each worksite. (See table of 
worksites for contact person) 

C. GENERAL OPERATIONS 

At the onset, the contact person, facilitator and teacher toured the organization, noted 
skills required to complete job tasks and gathered materials from the site that were part 
of the day to day job. 

After the students were recruited by a meeting, bulletin, supervisor, or friend, a time and 
place were set for the project facilitator and the students to meet for pre-testing and 
discussion of student objectives. A teacher was always present to meet the students and 
to offer encouragement. 

The pre-testing was the determining factor in the selection of materials and the need to 
group the classes into different levels. Other factors important in these grouping 
decisions were the number of students interested in the class, the hours that facilities for 
cl^ sses would be available, and whether the classes would be held before, during, or after 
work hours. 

The teacher, the facilitator, the worksite representative and the students discussed 
employee-specific skills that the students should learn by the end of a class session. Each 
employer was given a CASAS Workplace Literacy Draft to indicate items to be taught. 
Many employers did not care to be worksite-specific with the materials. Some stressed 
that it was more than sufficient for the student to learn how to ?earn, and especially to learn 
how to read and to communicate orally and in writing. The teachers and the project 
facilitator made every effort to seek out worksite-specific materials. Each site compiled 
a binder of materials used. The job task and CASAS objective was noted for each entry. 
(See samples for each workplace site) 

In order to prepare for teaching skills which would enhance work skills, the teachers 
shadowed some employees on the job. The classes were frequently composed of people 
with different responsibilities, and the teacher also relied upon obtaining a general idea 
of the purpose of the organization and trying to understand each individual's work. 
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10 



The teachers had constant access to the materials used by the Prince George's County 
Adult Basic Education Program, and they used any materials they felt would be 
appropriate for any individual. In addition, not all worksites provided copier access, so 
the teachers duplicated job-specific materials at Bladensburg Instructional Services 
Center. 

The classes initially ran for forty hours. Class attendance records were maintained by 
each teacher. During each forty hour session the class was frequently visited by ti\e 
project facilitator who would help and encourage employees, advise the teacher on oti\er 
materials and strategies which might be used, and monitor the attendance of the students . 
The project facilitator would communicate with the worksite representative and discuss 
ti\e progress of ti\e students, or any logistical problems which might be occurring. Many 
teachers also had contact with the worksite representatives and problems with scheduling 
were often solved by the teacher or by members of the classes. 

The counselors visited each worksite regularly, first making a presentation of the 
resources available to each student, and ti\en providing each student with a referral card. 
Counselors also spoke to all appropriate classes about applying for the GED exam and ti\e 
scoring of that exam. 

At the end of the first forty hours of class, a decision was made as to whether the classes 
at each worksite would continue with a second forty hour class. The decision was made 
with the consideration of many factors. Some classes were not continued because the 
students had reached the goals they had desired or because ti\ey did not maintain 
adequate attendance to make the class effective. The reasons are further discussed in the 
individual summaries. Most classes were full, entiiusiastic and ready to continue learning. 
The students were re-registered, and new students invited to join. These classes 
continued to be monitored by the project facilitator and each developed a special 
character and identity based upon the needs of the students. 

All basic skills classes were again CASAS tested to determine competencies acquired. 
Each ESL class was pre and post tested either by a Maryland State approved test or by a 
test uniquely designed for the site. 

Upon completion of each class, the teachers and the counselor discussed locations of 
nearby Adult Basic Education programs or the prospects of the employer continuing the 
classes at employer expense. As of this printing both Prince George's County Board of 
Education Maintenance Yard and Laurel Race Course have contracted for classes. 
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At the end of each forty hour session, the students were surveyed. The results of these 
surveys helped to improve on-going classes. In addition to this in-dass survey, teachers 
were asked to call students several weeks after the last class. The teachers used this 
opportunity to check on the accomplishments of students and to encourage students to 
seek additional educational experience. 

The program was also continuously evaluated by an outside evaluator. 



D. PERSONNEL 



The fourteen teachers, the project director, the project counselor and the project facilitator 
have worked for many years in the Adult Basic Education Program of Prince George's 
County Public Schools. The program has provided many training sessions for its 
personnel. In addition to on-going contact with other personnel in the Adult Education 
program (many currently teach together at different ABE locations), the staff had team 
meetings with other teachers at the same worksite, with other teachers of classes at the 
same level, with the counselor, with the Adult EducationSupervisor, with the ABE 
Resource Teacher, and with the ABE Resource Assistant. These meetings offered the 
opportunity to discuss job-specific materials, published materials, and teaching strategies. 
None of the teachers was isolated at the worksite, as there were frequent visits by the 
facilitator, the counselors and frequent opportunities for teacher meetings. These 
meetings were held at the worksite or at the Bladensburg Instructional Center. All 
personnel were invited to attend the MAACCE conference in Annapolis, Maryland. 
Workplace literacy was the focus of the conference. 
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American Pest Management 



Site: 



Cafeteria and openloading area of American Pest Management's, New 
Hamsphire Avenue Branch Office, Takoma Park, MD. 



Instructors: 



Betty Sonneveldt 
Mary Ellen Butlak 



Time: 



Volunteer 



Qass 1 & 2 - January 7, 1992 - March 24, 1992 
Qass 3 - March 26, 1992 - April 28, 1992 
Tuesday and Thursday 
4:30 - 6:30 PM 



Student 



Male employees whose primary task is the chemical extermination of insects. 



Instructor Summary : 

American Fest Management is a small pest control firm in Prince George's County. It employs 
approximately forty people, thirty of whom are pest control technicians. Most technicians 
have a monthly route but still need to interpret a work order, read a map, locate a site, 
administer pesticides and write a follow-up recommendation. In order to determine the 
amoimt, concentration and sprayirig time of an pesticide, it is imperative that they can calculate 
area and voltmie and use proportion. Two of the technicians treat homes for termite infestation 
and need to be able to interpret floorplans and blueprints. 

It became evident that help was needed when most of the technicians did poorly on the math 
test for Pest Control Technicians that was administered by American Pest Management. 
Concern was furthei- heightened when it was rumored that all technicians would need to be 
certified by passing an exam in the near future. 

Classes were held from 4:30 to 6:30 P.M. after work. No work release time was given. 
Refreshments were provided by the management. One group met in the "cafeteria'' wWle the 
other group met in an open area where the daily work orders were delivered. 

The CASAS Placement and Pre-tests were administered and the general scores were low. We 
were able to form two groups; one with a skill level at 0-4 grade level and the other with a skill 
level of grade 4 and up. 

One teacher taught Language Arts while the other teacher taught Math. This was ideal and 
helped eliminate the 'Tow group" - "high group" stigma. After fifty minutes the groups 
switched rooms and teachers. 
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The "lower level" group progressed through basic addition, subtraction, multiplication and 
division of whole numbers. Emphasis was put on interpreting maps, graphs and charts, and 
determining perimeter, area and volume. 

The "upper level" group progressed through decimals, fractions, and percents. Emphasis was 
also put on interpreting maps, graphs and charts, ratio and proportion and determining 
perimeter, area, and volume of polygons. 

In Language Arts the "lower level" group concentrated on reading, writing and spelling skills 
using work-orders, blue prints, and wall charts with the end goal of producing better written 
work reports. Improvement was noted by the employer when w^ork orders were received. 

The "upper level" group concentrated on improving reading comprehension and writing skills 
vising the Preparing For Applicator Certification: Voliime 1 as curriculum. 

Because of students' staggered entrance times, there was a great need for the students to be 
flexible and to work as independently as possible. 

Qasses ran for fifteen weeks giving each student sixty instructional hours. Qasses were ended 
at the end of April because employees were into their ''busy season." It was an extremely 
successful experience. On the last day a "graduation" party was held with certificates. Pomp 
and Circumstance," refreshments and presents. Many students expressed an interest in 
continuing in the fall. 
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CAS AS Objective 6*1 - Compute using whole numbers 



Objective : To solve pest control problems using basic math 



1. You have been baiting rats with small bait blocks placed inside bait stations. The label 
says that each bait block weighs 20 grams. Last week you placed 16 of the bait blocks in 
each of 3 new bait stations. This week, the bait stations contained the following: 

Station 1: 2 bait blocks 
Station 2: 5 bait blocks 
Station 3: 16 bait blocks 

What was the total weight (in grams) of rodenticide taken by the rats in each of the 
stations? 

Station 1: 
Station 2: 
Station 3: 

2. Your vehicle used 15 gallons of gas and traveled 345 nniles. What is its gas mileage in miles 
per gallon? 

3. You were using sticky traps to monitor cockroaches. Five (5) sticky traps in a kitchen 
captured the following numbers of cockroaches: 

Trap 1: 3 Trap 2: 17 
Trap 3: 11 Trap 4: 0 
Trap 5: 9 

What was the average number of cockroaches per sticky trap that you captured in this 
kitchen? 

4. TheLD^{mg/kg) of Pesticide X is450, whiletheLDg^ofPesf/ndeZisSO. Howmanytimes 
more toxic is Pesticide Z than Pesticide X? (The lower the LD^^ number, the more toxic a 
chemical is.) 
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CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 
CASAS Objective 6. 6.3 - Measure area and volume of geometric shapes 

Objective: To solve pest control problems that require the use of area. 

1. A tenniticide label tells you to create a horizontal barrier by applying 1 gallon of dilution 
per 10 square feet. Which of the following equals 10 square feet? 



2. You are using a pressurized aerosol insecticide to treat for fleas. The label says that 100 
square feet of area can be treated in 10 seconds. How many seconds will it take to treat 
the wall-to-wall carpeting of an empty room that measures 20 feet by 15 feet? 

3. Using the same product, how many seconds to treat a smaller room 12 feet by 15 feet? 

4. 10 feet X 15 feet. 

Objective: To solve pest control problems that require the use of volume. 

1. A pressurized insect fogger tells you to apply at a rate of 3 seconds per 1,000 cubic feet for 
fly control. How many seconds should you apply this product to treat a dining room 40 
feet long by 25 feet wide with an 8 foot high ceiling? 

2. To control cockroaches, the same fogger calls for a treatment rate of 20 seconds per 1,000 
cubic feet. How long should you apply this product if you are treating the same dining 
room, but this time for cockroaches? 

3. How long should you apply this same fogger for controlling cockroaches in a room that 
is 25 feet long by 20 feet wide with an 8 foot ceiling? 



a) 2feetby 3 feet 

b) 2 feet by 5 feet 

c) 5 feet by 5 feet 

d) 10 feet by 10 feet 
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CAS AS Objective 1.1.3 - Interpret maps and graphs 
CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 
CASAS Objective 2.2.5 - Use maps relating to travel needs 
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BEST COPrAVAILABLF 



CAS AS Objective 1A3 - Interpret maps and graphs 
CASAS Objective 1.9.4 - Interpret maps 

CAS AS Objective 2.2.1 - Ask for, give, follow, or clarify directions 
CASAS Objective 2.2.5 - Use maps relating to travel needs 
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•^•^Anl-et«« 
Kct'VMi » «0 IK 

eiM^nviiiic 
i^MAnMIT» 




»i«aE 

gD>««IK 

iw«<tr^Aft4A'*Mc 




Cl^UMIK 
to^OigiMC 



Ctr«Mi » Mil ^ <K 

CMt«t«>>.r7IK 
f M«An*qwC 

CrTAnmac *m 
w 

bra'MI4^lK 
Anmaii^iK 

Cv««All-AIK 

AnUsrr 
«Mi ljI^ ).V Aa.it 



fcl»Wi>t> 



CM^tOTO»JIIK 
&M» «if 1M3 UK. 

Ol-MIK 




. 0«llK 
C«<^»7<«I(C 
C«Mi«,M?4«l>C 

_ *l» VUIK 
C««».»l«n«MSIK 



Sn««Anl«t«I 
&««j»l4QIK 

&M^»e>«iliC 

T«< «« ac 
UMiM<^Mi«tac 

Cm*^»«<I-CiIK 
C>*<fr^<OlWc 

bw^Mtot-Mac 
tr<>rac 

Cr«M«uI««IK 
CiMl»*«»i»MtaC 

&wf^»>«ac 
Omw Atw* «»t M» ac 
Cf«»v«» 0- ac 

&«»tM»« oac 
eitoac 
Cr»^S'»j«ac 

Ci*T««»Ct««(IK 
CaM-PMiaC 



GaMM«il«MIIK 

tmn St >v ac 
Cm» M IJi k 



}4aiic 

U«»«riiM4AiaC 

c»*^t»»grac 

&NM p)>oac 

&NlirRM?IK 

tpiia4|iDt«ac 

iMtU^Ofrjoac 

0«^««» AnVftic 
Cat 



•MMMMKiaC 
OwMUAMAWC 

fiMtutMac 
e^Mi^»>A7ac 
CMvMvrac 

OartTTntU^fitiac 
ttMM*«An4«aC 

•Mi«M>4aK 

aMtiA'TK 

lilMM<aC 
awMAnvCIT* 
mmmuiM mm 

••>riOWi>««>Aa 

ac 

eiv^owMbKMac 

tir 1 0— » ac 
ac 

OMfiAnMItt 

OmMMM>K 

OMy u i«< I A5 ac 

0»4rAilAitt: 

OfciMi'>»qiK 

Cfci«a»M».nwc 

orkPtVftiac 

lwr«M4nA«ac 

Oh«Hi „ »MBIK 

0— '*w»wi-»»ac 

OlMli WA-WWC 

OMv««t»i^ac 

0«r« An Mi « ac 
i4«ac 



M4«ac 

S» ac 
»Mtac 
a in<'ac 

EMirt-iOac 
CMit^Mtifaac 
Ci*r»Krac 
fiM>4|>a Vm« itac 

iifcp im*4awc 
HMiiiC 

An 




•m>M3 Ml mmc 

•MU'UaiJIlK 

•M'MCiMiac 
tlli w > »x wc 

tgt.,, inAA^aC 

•M*iu><t«ac 
••"•^Minac 

••^•u^Cft-uac 

_ i'AOMK 

1^ 0 lo ac 
•••^ i«iac 

An4«tiC 
la'vw An Ml T* 
lanM*" i«<]#aac 
to^M'fryAvac 

K.i An«<Af* 
ftit AnMiac 

WMi^i-nac _ 
ftiA^.M«F.iAaac 

IM ItiAukO 

•it-Wi-AnMOaC 

inrM>» 

•w^AnMiac 

•p tn } n ac 
frMvv-tSiMIK 




• Mf-C'cac 

•i**^ «nM«ac 
Ami^ R M} K 

aM<«r«A«ac 

tntACK 
t HPWf AnMI^T 



•M*eilA}«C 
MwrtalAiaC 

»Mw>s>M< ac 

» ac 
•MM) c^jxac 

ftM«<*MMi(r 
■w<«n»MIK 

•m^iiMtoac 

iv urn ac 



bMOI-MIK _ 

cr*«*»i<C7ac 
u^i^»Mjac 
iM»>s-Maac 

tM' in Ml ac 

bi>>i-wac 
tar u >«i ac 
iM' ««< 

l« Jl AATfeC 

Umn > >CT ac 

Uo 4«( An «4I 

««r>MM ci r *7 ac 

MHNNM>A<aC 
iH«NaL«M<aC 
teMnM7<aac 
6>i " m uiJi Miac 
««Vi<*iiC«M7ac 

MtrrMMAASaC 

MVVCtWC 

• ntAac 




omac 

M4>ac 
NMt O H 



M^u»n««iac 
r«^>oi«ac 

f«v<«McS-Mtac 
•»»-aac 
VMiac 
fww,>n 7«iw: 
ftonavQitc 

n»auKcoac 

AMiir >«7ac 
flr4* f < Ml K 
fto>r «.n4a?K Ml 
W 

faitw««t}«ac 
ivwCo'O v«tac 

•«*«■»*••(> J «At 

«r»n»»«ac 
t««r^}■>cac 
*«n'Ai}H)uC 
Nniwltl kMaC 

•vMAnvnac 
«wtW«r »»4*ac 
iviiM'ui-i'ac 
»««aM««.t«i<i|ac 

«nM>» A«t «.a K 
*nM>. «<«(«uac 
fiw«-waac 
f>M<«siM'ac 

»>Mr AnMSaC 
»n«r«*PlM<Ai 
«nir«i>«M**l 
»»WK' Ant^lT* 



a Ml a 



Dt-Mac 
c«Mtiac 

^^UMlMC 

' »jac 



ac 



SFt-'H-Hia 
k«i S< Wi MC 
■ki.'AnVWaC 

c>«tw»Miac 

(ftaMlVigOaC 

yttmrn 
ft*» nuywac 
•w^i»t«yKuac 
•»«riui-nac 
•M«MiteX(»ac 
»M«rM7ac 
•t-«f«in>^« oac 
ii««>tc<>^ac 

fmrMw« K 

••^CAO'T* 

McriOioac 

t«r^cii<*ac 
lp^ir«vr.*4aC 
ImMTiN/Mioac 
fc«4nMi K M7tt 
fani AnMu >^tllO 
fa«*ciM*ac 
iW-itf Miac 

Hrfx ti Ml >i ac 
t«vt'«*- U M9 K 
fn'twS MOK 
f««^D}4<aC 

Pin n mm 

it'* ttMm 



f»<«iOU«ac 
fA«i«)M}^ac 

»A«ttC 

An 2<rrK 
o A uac 
M*.4iac 

f»<^ AnMiaC 
fi f MA ac 
V«MC 

>«avlM» lUniK 

ri«h k4«itiioac 
'oac 

»anMi»M»«ac 
laii«i* Ant-All t'An 

t » aMtac 

rv«Mvrci<M'ac 
»»^.*^» i-ioac 

MIWC 




t» f Mitiac 
to*t<*t>?i*ac 
«i<ni<t>«VMiac 

c*<r-«n >oac 

M^*» An M> If ac 
•i>^AnM4K 

ac 

•r«i»A(««aC 

In 

to«t «n>MtifC 
tMttAn M'T* 

n*7-c'« t.fi 
IK fc I Ai: |i> u* 
niK 

tovi^tnVMi Mac 
«wr* V Ml IK 

•ftMv'CAsac 
tii»<i> A<«ac 
y%- AnM^ac 
fr»(fM S'^nac 
»).A1K 
•to-AnVCaC 

••r^^t vxac 
toi^Mt Pk.v>A«ac 
•r>*'««M};f mm 

a w ij>oac 
«M«« %r M> ac 
aPwuMiac 
mv^»%mj»m 

ac 

ai»««nv««**T 
ac 

•m*> tunc 

apiw w » it)>ac 
api.4«« Ar74iac 
ap««fr%KMac 
ai»«rs M ac 
awr«H('M-ac 
ap-i«ft a/:k 

a."!** An A« K 

ai y wfiMiac 

•p^» 4(4ltC 

•r««i%«o ^ sac 



ar«*«;k vcvt 

IMC* f A( } IT 

M*«^> >*'»t 
bn<w» }4 -3IK 
»tM^o;^ac 
i<w(%wa V* 
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CASAS Objective 1.1.3 - Interpret maps and graphs 
CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 
CASAS Objective 2.2.5 - Use maps relating io travel needs 

Problems referring to map index and map on pages 3,4 and 3,5. 

1. Locate the 6000 blocks of Bradley Blvd. What are the coordinates? 

2. Locate Dudley Lane. What are the coordinates? 

3. Would I take Old Georgetown Rd. or River Rd, to get to Beech Ave.? 

4. Does Femwood Rd. run North and South or East and West? 

5. What are the coordinates for the Medical Center? How would you get there from 495? 

6. What does this symbol ^ mean? 

7. What are the coordinates for WMAL? How would I get there from River Rd.? 





ERIC 
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CAS AS Objective 6,4 - Compute with percents, rate, ratio, or proportion 



Objective: To solve pest control problems using proportion. 

1. An insecticide label tells you to mix 22/3 ounces of concentrate with 1 gallon of water to 
get a 05% dilution. How many ounces of concenti'ate should you mix with 1/2 gallon of 
water to get your 0.5% dilution? 

2. An insecticide tells you to dilute the concentrate by adding 1 /2 fl. oz. to 1 gallon of water 
in order to get a .1% spray. If you want to mix up 3 gallons of the .1% spray, how much 
concentrate should you add to 3 gallons of water? 

3. a) You are using a pressurized aerosol insecticide to treat for fleas. The label 

says that 100 square feet of area can be treated in 10 seconds. How many 
seconds will it take to treat the wall-to-wall carpeting of an empty room that 
measures 20 feet by 15 feet? 
b) Using the same product, how many seconds to treat a smaller room 12 feet by 
15 feet? 

4. You have calibrated your termite rig and found it takes 24 seconds to pump 1 gallon of 
termiticide through a 4- foot soil rod. How many seconds will it take to apply 1 .75 gallons 
through the same rod? 
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CASAS Objective 6A - Compute with percents, rate, ratio, or proportion 
CASAS Objective 6,4,2- Apply a percent in a context not involving money 
CASAS Objective 6A3' Calculate percents 



Objective: To find the percent of a number 

1 . 28% of your gross pay is withheld for Federal Income Tax. If you make $38,000, how much 
money is withheld for Federal Income Tax? 

2. 20% of American Pesf s business is for extermination of termites. If American Pest made 
$2,000,000 last year how much money was earned from extermination of termites? 

3. 8% of American Pesf s employees are females. American Pest employs 40 people. How 
many are female? 
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CASAS Objective 6.43 - Calciilate percents 



Objective: To find a percent 

1. Last Tuesday 10 of your 50 stops on your route were at commercial establishments. What 
percent of your route v^as at commercial establishments? 

2. Last Wednesday you spent 2 hours of your eight hour day in transit What percentage of 
your day was spent in transit? 

3. Of the original sixteen employees that elected to take our class only two did not return. 
What percentage did not return? 

4. You have been baiting rats with small bait blocks placed inside bait stations. The label 
says that each bait block weighs 20 grams. Last week you placed 16 of the bait blocks in 
each of 3 new stations. This week, the bait stations contained the following: 

Station 1:2 bait blocks 
Station 2: 5 bait blocks 
Station 3: 16 bail blocks 

What was the total weight (in grams) of rodenticide taken by rats in each of the stations? 

Station 1: 
Station 2: 
Station 3: 

What percentage of all the rodenticide that you applied was taken by the rats? 




CASAS Objective 6.7.4 - Interpret data given in a circle graph 



Objective: To illustrate information in graph form 

We collectively constructed a pie graph illustrating how a typical weekday is spent. 




National Workplace Literacy Program 



CASAS Objective 6.7.1 - Interpret data given in a line graph 



Objective: To illustrate information in graph form 



We collectively constructed a line graph illustrating the number of stops on individual 
routes using a different color line per individual. 



# of stops 



50 

45 

40 

35 

30 

25 

20 

15 

10 



Mon. Tues. Wed. Thurs. Fri. 
workdays 



red - Steve Gill 

Blue - Steve Goldberg 

Black - Tony Harris 
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CASAS Objective 6.4 - Compute with percents^ rata, ratio, or porportion 
CASAS Objective 4.4.3 • Recognize and use occupational signs, charts, forms, 

and written directions. 





Am^wnl •! OUKSBAN WW p%r 


Specific tMr«cH*ni 






White QrubJ (Such Blick turfgnss 
•tMnlui. Europtirt chiUr. Soulhern 
m«ti(*d chafer and Jip«n«ie bMtte 
••rvMHI) 


1 1/2 to 3 oz. 




1 Tor whn« grubi. spriy when gfubi 
young and icttvety feeding i^eif Ihf 
•Oil surface. USUllly during litf Juty 
■nd August or as recommended by 
your focil AgrlcuHufit Extension 
Service speciifisi Immidliiity iftif 
a*^* ' y\r>^, frrlgati ttti Iriilid area 
wHh 1/2 to 1 1nch of wiler ie with tM 
iniacllclde inio tha undiriylnf mH. 


Biu«griit btnbuos(l) 


3/1 to 3 oz. 


2 lb 10 e lb. 


1. forbluegraii blltbufi sp'iyeirfyin 
the seison when adutts first ippeir 
Relreit as needed 


ChlQ^r* (Turkay P«ni)(1) 


3 oz. 


sib. 


1. For control of Chiggerj intesling 
outdoor turkey pens ipply DURSBAM 
SOW IS a spray to the loi! using 
100-150 gittont of ««ter per tcff 
To prevent turkeys from becoming 
infested with chiggers. tpf ly the soH in 
pens fust before turkeys are trinsferred 
to them For turkeys aireidy if^eited wHK 
chiggers. Spray tha toil in pens 
thoroughly Allow at leist three weeks (or 
chtgger lesions on the turkeys to hesi 
before turkeys era sdughtered For 
optimum results, Spriy a 10-15 ft 
protective irea iround (he periphery of 
the treited pens 

Treitment is Itmtfed to 2 ippHcifionf k) 
the soil m turkey pens 9\ InlervaU of not 
tess thin 4 weeks Do not treat soil in 
turkey pens liler Ihm 7 diys before 
turkeys are to be stiughtered. Avo*d 
getting the Spray on feed or In wtterert 
Open feed should ba covered durir^g 
spriying operations, and W9ler troughs 
should be flushed out immedtifeiy afitr 
the spriying operations Do fiot iprsy 
DURSBAH sow tffractly on fhi tutkayi. 


If^DOrtnH fir* Ania 

eommtfclil iod{1) 


6 oz 


Kibs 


1 Imporlad flra anfi: Apply DURSBAN 
SOW as i spray to the ires of sod to N 

cut Immediately ifter applying tht 
spray soak in with it least 1/2 acre- 
Inch of water or a sufficient volurne to 
thoroughly soak balow the cut line Oo 
not apply a volume or rate of wite^ k) 
cause runoff Sod can be cut when 
vegetation has dried ar\d when aoills 
mo'St but not wet 
^racairtlen: Personnel handling tteated 
aod should wear elbow length neoprer>t 
gloves and neoprene apron Proiect've 
ClOthmg and boots should be worr* to 
prevent repeated skm exposure to 
treated sod 

Certiftcallon Period 47 days from day of 
appiicaiion 



♦Numb#ra In parentheMS rafar to Specific Dtrectlona 
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CASAS Objective 6.4 - Compute with percents, rate, ratio, or porportion 
CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions. 



Objective: Using directions on page 3.12, answer the following questions. 

1. Tocontrolchiggersinturkeypensuse3ouncesof DURSBANperlOOOsq. feet. Howmuch 
DURSBAN would you use for 5,280 sq. feet? 

2. 16 lbs. of DURSBAN per acre is the correct ratio to control imported fire ants. How much 
DURSBAN would you need for 243 acres? 

3. 3 oz. of DURSBAN per 1000 sq. feet is the ratio of pesticide to area. How much DURSBAN 
would you need to treat 2,498 sq. feet? 

4. You use 11/20Z. DURSBANperlOOOsq. feet to treat white grubs. How much DURSBAN 
will you use for 450,000 sq. feet? 

5. When should you spray for white grubs? 
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CASAS Objective 4.43 - Recognize and use occupational signs, cliarts, forms, 

and written directions^ 



'.ill 




^ — > 



f 




.J 



1 



tu 



Ci^j^ Bar 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions. 

Objective: Using the diagram on page 3.14, answer the following questions. 

1. What kind of place is shown in this diagram? 

2. What made you decide on your answer to question 1? 

3. Where is the legend on this diagram? 

4. What do the symbols tell you? 

5. How many places were roaches located at this site? Where? 

6. How many rat holes were found at this site? Where? 

7. Where is trash put inside this establishment? 

8. Where is the back door located? 

9. What wall needs to be fixed? 

10. Where is the freezer? 




CASAS Objective 4*43 - Recognize and use occupational signs, charts, forms, 

and written directions* 



vnierican 

Pest Management 



9 t 



H3DO 0 <J Obf^ ntoA Or. nrroAut Qj^a V 

^tlW>*MOWti HOUSt llCOMMEBClAt |i» 
I I >t Ml DC 1 AC»< 0 MQUSt >^AP<mmtHT I lOTHfH «9 



0A1E 



bsiAaoNG^Aoc iicnAwisTACE 



I lOTKR 



•*«Mfur eiuNfiws'^iO fouwoAicN i i«xiow tioctc iisione noo« ftfcoNC«CTl iicovinro«T tunc ncMK*fi 



CtlMC K FMSHCO A*CA Of »AStUf Ht 1 1 f WEO 

IJSUSPEHDCO 



IIHCATKHfATHSlAB MnAOAMl 

M Ainouci 



NOT DAAWN TO BCALC 



Qt 



-V V 

• 



I I n ♦ ♦ ♦ • AVW^ * * * ♦ 
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CASAS Objective 443 - Recognize and use occupational signs, charts, fonns, 

and written directions. 



Objective: Using the diagram on page 3.16, answer the following questions. 

1. What kind of location is illustrated in the floor plan? 

2. What size apartment is it? 

3. On what floor is the apartment? How do you know that? 

4. What would the patio be called if this was a second floor apartment? 

5. What is the symbol for termite conditions? Find the legend on this paper. 

6. Where did the first inspection locate termites? 

7. What kind of floor does this apartment have? 

8. What kind of floor covering does this apartment have? 

9. What do the dots stand for on the diagram? 

10. How far apart does the applicator drill the holes? 

11. Why does he put them around the entire apartment? 

12. What other information do you get on this form? 

13. How does this information help you do your job? 




CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, fonns, 

and written directions 
CASAS Objective 6.4- Compute with percents, rate, ratio, or proportion 



AQUEOUS SUSPENSION 

1200 InumaitortAi \cmk Urvtt ((TU) p*< mUiigfam 
(Eqoival«nt lo 4 J4 uuion PTU p*r oaUon; 1.279 b<lton 

rru p«r WWf) 

ln»rl lf)gr*di*na 9&8H 



KEEP OUT OF REACH OF CHiUMEN 



CAUTION 



EWk R#g No 27S-66 

CAA £tutMiShm*nt No. 337S2-4A-1 

UMMo. SMS 



Chtmfcal 4 Agncuhurai 
ProduCU 0(vi»K>n 

North CNca0o. (L 60064 




HMO) a23-»5ff7 



APPUCATK>N CHRECTIOHS 



wosouiToes 

(Such as ine Mlow>og •i«mp»ts) 
imgatKxi dttch«s. fOMStM diichas. 
flooo watar. startOtrvg ponds, wooo- 
land pools. »now mad pools, pas- 
tAjras. catch basios. norm waiar 
ratantion araas. tidat waiar. aaJi 
marsrtas and nc« tiaids. 
^uiad watar (tuch as a«wa^ 
lagoons, ammat wuam taooons) 



•LACK FIJES 
HiMtat 



S4raams 



Suggested 
lUnga Rata* 



0.25 pi • 1 pUiCra 



1 pi • 2 po/acra 



Suggaatad 
flanga Rate 

(XS - 25 mg/litaf 
•iraam i 
(-ppmj 



Ground and Aanal AppltcatkKi 

WctoOac*i2AS may be appitao m convaniionaf ground or 
aariai appucaiton aquipmant with quantttias of waiar aurii- 
ciftni 10 provtoft unttorm cowarage of iha Urgat araa Tha 
amount ot watar naaoad par acre will oapano on waathar. 
spray aquipmani. and mosquito haPiUi cnaractartam Do 
not mit mora VactoPac*l2AS than can ba uaad m a 
2-wa«i( pariod 

for moftt ground spraymg. appty m &-100 gallons par 
acra using Mnd^mp. a*rp;ast. mat bt^wvr. ate. apray 
•quipmant. \ 

Rx aanai appipiion. Vactooac-l2AS may ba appfiad 
•fthar undiiuiador dikjiao with waiar For undiiutad app^n 
catontt. app<y 025 to 2i} pta/acra of MKao&ac-l2AS through 
luao wmg or hflicopiar aitcran aQu4ppad witn attnar oon- 
i^nuonal ooom noizia tynams or roury aiomoars 
Rx dttutad appltcaton. m tha mix tank or p^n% hoppar 
wiih tha oaS)rad|quantity o( waiar Start tha machanicat 
or hydraulic agitation lo provida modarata circulation 
batora adding xtm w^ooac-l2AS Mamiam tn« agitation 
«m*t« loacmg or bpraymg Foi au aariat appi<at«ru. a 
0rop)« aoactrunl m ma rang* of ftO^iOO mtcrona (VMO) 
tMN prai ^ ^ 



AinM and tluth spray aqutpmant thoroughly kxiowirtg 
•ach uaa 

For Mack fly aanai appiicattons ^iooac-l2AS can ba 
appliao unditutao vta tutao wir^g or haucopter aire rah 
•quippao with wthar conwantK>nai boom ary] noziia ays 
lams or opan pipas Rata of appiicatton wtli ba Oater- 
mtrtad by ttta straam discharga and tna raquirad amoun 
of Vaciooac-i2AS rtacassary lo mamum a 05-25 ppm 
coTKaniraiion m tha straam watar Viciooac-l2AS can 
also ba appitao diiutao with simitar spray aquipmar^ Oc 
not mtx more ^ctobac-l2AS than can ba uaad m a 
2'i»«ak pariod. 

SMALL OUANTm' DILUTION RATES 
FOfi V£CrOBAC-l2AS 



0.2i 
0& 



20 



02 

OS 

)S 



0^ 

ou 

044 



60< 
40( 
4 i( 
43. 



PRECAUTIONARY STATEMENTS 
HAZARD TO HUMANS 
As a pracautKK^ary measure tn case of contact, fiusn 
»y^ wtih ptenly of wata^ In case of imutton. contact a 
physic tan 

DIRECTIONS FOR USE 
h (s a vfo^atiotn of Faoarei ia« to use this product m a 
rt^nr^r irtconsisiani witn its labeling 

STORAGE AND DISPOSAL 
Do not contaminate watar. tood. or lead by siorags or 
disposal 

STORAGE Store tn e cool place 

PESTClDE DISPOSAL Wastes resulting from use of th 
product may ba dtspoaad of on site or at an approved 
waste dispoaai facility 

CONTAINER Disposal Tnpla rinse (or <Kiuivateni) Th- 
puncture and dispose of in a santury iand<iii. or by 
ifKinaraiton. or. it aiiowad by sute and local autnoriiias 
by bwrmng If bumad. stay out of smoM 

NOTICE TO USER 
Seller makes no warranty axprass or <mpiied. of mar- 
chanUDility frtr^ess or otnemvise concermr^g m« use of 
itt:s produo ofhai fhan as tftdicateo on tna labai User 
aasumas all tm. of uae aio^age or herMJttr^ net m aino 
•ccoraanca wfth aooamparvymg d«caci«rMi 
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CASAS Objective 4-43 - Recognize and use occupational signs, charts, forms, 

and written directions 
CASAS Objective 6.4- Compute with percents, rate, ratio, or proportion 



Objective: Using the information on page 3.18, answer the following questions. 

1. You need .25 pints per acre of this chemical. How many pints would you need for 250 
acres? 255 acres? 460 acres? 485 acres? 

2. You need .2 ounces per gallon of spray. How many ounces for 25 gallons? 40 gallons? 75 
gallons? 90 gallons? 

3. What is this pesticide for? In what form is it on this label? 

4. Where would you call for information about this chemical? 

5. How many times must you rinse a container before you dispose of it? 



National Workplace Literacy Program 



CASAS Objective 4.43 - Recognize and use occupational signs, charts, forms, 

and written directions 
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion 





CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions 
CASAS Objective 6.4- Compute with percents, rate, ratio, or proportion 



Objective: Using the information on page 3.20, answer the following questions. 

1. You need 1 .5 fluid ounces of Dursban 2E per acre to control adult mosquitoes. How many 
ounces of Dursban 2E do you need for 2500 acres? 

2. For control of ants you need 1 1 / 2 fl. oz. of Dursban 2E per 1000 square feet. How much 
Dursban 2E do you need for 5,240 sq. feet? 2500 sq. feet? 50,000 sq. feet? 

3. How much Dursban 2E per acre do you need for medium to heavy vegetation cover (fluid 
ounces)? How much Dursban 2E would you need for 25 acres? 400 acres? 575 acres? 

4. How do you treat the dogwood borer with this chemical? 
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CASAS Objective 4A3 - Recognize and use occupational signs, charts, forms, 

and written directions 



EXHIBIT SHEET 

-Organic PhotphaUs — 



• average 2 to 3 veeki reildutl life 

• moderately quick Acting 

• deactivated quickly by heat and Moliture 

Examplei: 

1. Dlarlnon 6. Entex 

2. Duriban 7, Dlpterex--water ioluble, 

nc odor, useful mt bait 



3. Halathlon 
it. Korlan (Ronnel) 
5 . Dlbrom 



8. DDVP--no residual, 
good vapor action 



Carbamates 



• ilmllar to Organic Phosphates 

Examples : 
1. Bsygon 2. Sevln 

•Chlorinated Hydrocarbons- 



• slow acting 

• long lasting 

Examples : 

1 . DDT 

2 . Chlordane 

3. Dieldrln 

^'^Used In subterranean tenalte control 
A. Aldrln*-"^ 

5 . Heptachlor 

6. Kepone-'useful only as bait 



Pyrethrins & Synthetic Pyrethroids (man-made) 

• little or no residual life 

• good flushing action 

• good knockdown Action 

Extffiples : 

1. Pyrethrins - made from daisy-type flowers. 

- a ajmerglst piperonyl butoxide 

is often added to increase efficiency. 

2. Synthetic Pyrethroids 

A. AUethrln 

B. SBP 1382 

Inorganics = 

• long lasting compounds 

• slow acting 

• useful as bslts or dusta 

Examples : 

1. Sodium flourlde 3. Silica gels - (Drl-Dle) 

2. Boric Acid 4. Phosphorous paste 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions 



Post Test 

COMMON INSECTICIDES 



Using the following list, Identify to what group each 
of the following Insecticides belong. 

CU^SS: 

Organic Phosphates 
Carbanates 

Chlorinated Hydrocarbons 

Pyrethrlns and synthetic 
pyrechrolds 



Inorganics 

Diaz In on 

Sevln 

DDT 



Allethrln 
5. SBP 1382 



6. Sodium Fluoride 

7. Chlordane 



8. Pyrethrlns 

9. Boric Acid 

10. Dleldrln 



11. Heptachlor 



12. Phosphorous Paste 

13. Entex : 



NOW TURN THE PAGE. 



ERIC 
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CASAS Objective 4-43 - Recognize and use occupational signs, charts, forms, 

and written directions 



Post Test 

(continued) 
lA. Maltthlon 

15. Dibrom 

16. Kepone 

17. Baygon 

18. Silica gel 

19. Aldrin 

20. DDVP 

21. Dursban 

22. Dipterex 

23. Which of the following can be used as a bait? 

A. Chlordane 

B. Phosphorus Paste 

C. Diaz in on 

D. Pyrethrins 

24. Which of these Is used In subterranean 
termite control? 

A. Chlordane 

B. Dieldrin 

C. Heptachlor 

D. All of the above 



NOW TUW^ THE PAGE. 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, fonns, 

and written directions. 
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion. 



f LO. lnMc«cM«/Cofit1nu*d 
Control of Wood-lnfottlng InMctt 

Vm OlASdAN L.O IrtMclci^ fcx ooe*roi oi «rcodHnittl 
III hMCU found in tnd •round hom«» tnd 0(h«' ttrudurtt 
tof a 0 5% iprty to oonvot tigN nff ttslons and • t OX sprty 
ft f**ly f^duc* hvavy inltttttioni or for •ittndod rtMjuti 
|B««f ^ |r*tlm«nl of tmaA arau. appty br trusNng or 
^ly^ ffw (fttuM tp^ty rrvniy on wood turUcts For ta^Tt 
mmi*mt69t9»s ■pp4y«stip'tylot«po«no<run-o4t UMt 
•ant. iDw prMio* (20 pti) sprty 

% •WW brtattMig tprty rmst dunng ipp4c«bon r confotd or 
-fi«rhi«j ftrtM. w%%t • mask rtsp^rtio^ o< t typt r»com 
«nM ty NIOSH for Mttrmg tp'ty mikis tnd orgfenc vapo<l 
M«n i^tyviQ owwtwtd rtltrtor titu o( hom«s. ap«ivr«ni 



4at 



kiMnft.otc tot)opomo<runon.C9v«i •Vtu(1«c«sba*9i»ti« 
an% Mng sprtyvd «n(h pu»i>c •hMbng ot o(^•' W Hn al 
■Ncti coutd b« ««poMd of ty piacing in tru^ <l ccnt» f m m w y 
feom dnppinQ occurs SutUb^ pro4«ctiv« dolttinQ shouW alto 
to «om K oonfvwd or e¥trh«»d titts to haip avoid aapoaura 
to tyvt and aiurt As a mMnum. cbanvcai wortiar t gafgttt. 
pro(actn« haad oowing naoprana o^ natural rubtar ftowat 
ar^ tooNvaai. a tong tiaav«d thirt arvj long tt^Qad panta or 
co»a f» at ara faoommar^dad 

Do nen parmt humant ot pati lo contact traaiad turlacat unW 
tpray has dnad Fotlowing iiaatmani Ihoro^^ty vaniiioa baai 
ad araaa baKxa m«y a^a raoccupiad Buitdtngs (o^-ca buAJ 
#<0t. tor atampta) with rastnctad air hem shouU hava tia 
1 lyttam adjuttad to wrtuda outs*da air tor 24 hourt 



Amount of DURSBAN t.O. to Maht: 



1 untk tt iwtr tmt tyrvf 



l*t»r»| 



Spactfic Otrvciiona 



a^«■Jr aof^/KAite 
aat* iMd rt^bof M(?) 



1 ftr a«ffa«l vrfgr ntK)H I'Vn Ify! IfVM ■Nt 

Mituittnt *(i tMff 10 aaw Miwa«)« Wi wi 
imM to Mae ivttKit an! doMtfi to 
< w ti< mo< • iMut a«N«tn voaact m«( 

lam iaaicn'ow i «iy a* to Munaato 
aM h f4 »y awfi n)Kiin« ff>« laMMA 

2 Far aaM K t n a^a aato. lat^ a* ta<«iF arai^ 
atari w •Mtaowt M aaitt «taen avM 



Ml Aluifn|M«crtctsir4u«vKnara 
WtrMfi »> vnin aawtyaitArt Ms wto «Bi 
m attitr trui whtrv vwM ami ar iw* «•» 

1 Ft< toman. tar«y ^oatatt rtM ai n ncto w. 
•a<ctt »ct«*tR «p«o^'« mm^ft «t 1 BtrtfCtort 

aofl « ia«*» to accti' «a«i<j)>on at Mat to 

kucctu4it «'<tt af a"*% ar^ •vcanf M 
iaM>on fnrm«ntft(lQCiundi'c«iiMcnai4to 
M i^rtc'i k4 *inaftf npfodvClM tonns M tor 
Evtf 1 r »a tiutce iTiu to irmm * ' 



Ntt Control on Outsldo Surfaces and 
Around Buildings 

tmh MMSBAN L O iTMctidda by i«>pUcai>or^ aa a raaiduai 
HaPf to Mida aurfacas o( bu«diogi Induding porchai. w^- 
6m kamaa. aavai. palot gara^ai ra(uaa durnps and oa^r 
•Mi a^iara p*its oo^agtia ck hav« b*an aaan Aapaat 
aa naadad to mamiain aflaclf«%r^ii 





Amount ot DUKSBAN LO. 
InWalar lo Maka: 


S^Wlc Dlr»cttor.a 


1 


HaaltoM j 




%m 

C»?aiat* lan^?l 

Cai»<iK^ 
trttoati 

u^r 

ftoM 


ft 1>aaim«f)t(1) 


•»i 1 to to kcl vide j'Ou^ ltd KiXtr^ to ku4*A|t 

a^ r» kvrton^ touAMioA to « N^M »( 7 to 3 to«t 
ai(«i« attit *<i Ki'M ar^ may t«4 tflKtAct Vh 4 
iMaiKKitatOUHlANi 0 |*vi)Op*o<Kf««t«' 
ma lac^T « i wu m rr^ « tf« ifi« at itoaui to 
fiaa'it •a'vy m<ftur< a*' * 000 m d to nintaXi 

i H' •M'lc'tfi *«totfnti«n Mt Mcte^ an Ca««ai at 

«to04 tM#}t.^lr.wcil 


yat ai 




41 m 


fivt 


OnOutilda Sorfacai 


1 ffl' MarytoAt t'tr 0( iidov* iccu'nu'.jfon} at iu«r< 
ta> int^K^^ i'*^ othc- «*yif«*", •«*ic* ai 




1 rtfl ai 


13 » a; 




•-wai 

ftto« 
ttart 

WavwdMU 











♦Wa»i » a aai'»BM i ivto> to %^t*< CHft^eM 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions. 
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion. 



Objective: Using the information on page 3.25, answer the following questions. 

1. If you need 1/2 fl. oz. for 1 gallon, how much Dursban do you need for 48 gallons? 

2. If 3/4 fl oz. is needed for 10 gallons (Band Treatment), how much Dursban is needed for 
46 gallons? 

3. If 1 1 /3 fl. oz. is needed for 1 gallon on outside surfaces, how many ounces are needed for 
75 gallons? 

4. 13 1 /2 fl. oz. of Dursban is needed for 10 gallons of water on outside surfaces. How much 
Dursban is needed for 126 gallons? 

5. What is the minimum protective clothing recommended when using this chemical? 
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CASAS Objective 4,43 - Recognize and use occupational signs, charts, forms, 

and written directions. 



(mmi^ PT 250 Bayaon 
^ Residual 



Omck and Office Injection Use Only 
pmECTxms yp^ u «E 

HOW TO USE WHmilflE C^CK AHO CKEVlCC 

■wECTxm Eonwion; ^ 



MMMC «<U»fBU CaiTVW lawiMM — 



PT250 
Baygon 



Of rooo HAwotmo 




ual 
& Crevice* 
ijection System 




tm CHEMICAL HAZAm: 



ERA. Est 44MiO-1 
WARNING: Kmp oat of m»ct^ of chlwrw. 
%m tMt pmi lor addnionftt cmuitcm. 
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CASAS Objective 4,43 - Recognize and use occupational signs, charts, forms, 

and written directions* 



Objective: Using the information on page 3.27, answer the following questions. 

1. What are the uses of this chemical? 

2. What does the word inert mean? 

3. Are there any environmental hazards v^th this product? What are they? 

4. How would you use this chemical on termites? 

5. Who can buy, use, and store this product? 
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BROWN STATION ROAD 



Prince George's County Public Schools 

Facilities Department of Brown Station Road, Upper Marlboro, MD. 
Betty Sonneveldt 
Work Release 

Class 1& 2- March 29, 1991 - July 10, 1991 

Monday and Wednesday 

Class 1 - 7:30 - 9:30 AM, Class 2 - 2:00 - 4:00 PM 

Class 3& 4- March 30, 1991 - July 8, 1991 
Tuesday and Thursday 

Class 3 - 7:30 - 9:30 AM, Class 4 - 2:00 - 4:00 PM 

Class 5& 6- July 10, 1991 - September 4, 1991 

Monday and Wednesday 

Class 5 - 7:30 - 9:30 AM, Class 6 - 2:00 - 4:00 PM 

Class 7& 8- July 11, 1991 - September 17, 1991 
Tuesday and Thursday 

Class 7 - 7:30 - 9:30 AM, Class 8 - 2:00 - 4:00 PM 

Class 9 - October 7, 1991 - December 18, 1991 
Monday and Wednesday 
7:30 - 9:30 AM 

Class 10 - October 8, 1991 - December 13, 1991 
Tuesday and Thursday 
7:30 - 9:30 AM 

Class 11 - October 8, 1991 - December 19, 1991 
Tuesday and Thursday 
2:30 - 4:30 PM 

Class 12 - January 27, 1992 - March 8, 1992 
Monday and Wednesday 
7:30 - 9:30 AM 
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Site: 

Instructor: 
lime: 



Class 13 - January 28, 1992 - March 14, 1992 
Tuesday and Thurday 
7:30 -9:30 AM 

Class 14 - March 16, 1992 - June 23, 1992 
Tuesday andThursday 
7:30 - 9:30 AM 

Student: Male employees who maintain the buildings and grounds of Prince George's 

County School System. 

Instructor S ummary: 

Workplace education classes at the Facilities Maintenance Base on Brown Station Road enjoy 
continued interest and participation by the employees in the classes offered there. The 
program began with four classes, one basic reading class, two middle level classes with 
instruction in both math and language skills, and one upper level class with instruction in both 
math and language skills. Some participants only took one hour of class per meeting, but the 
majority of the students attended classes four hours per week. Classes met from 7:30 A.M. - 
9:30 A.M. and from 2:30 P.M. - 4:30 P.M. Monday through Thursday. From the beginning of 
classes, it was obvious that the majority of the students preferred morning classes and the 
upper level and lower level students demonstrated the most commitment to the program. At 
the end of the first ten weeks of classes the afternoon classes were combined into one class and 
a new afternoon class was started for employees from the maintenance garage. This second 
ten weeks went very well because the few students not really committed to the program had 
declined to attend the second ten weeks. The lower level class was remarkable in attendance 
and educational advances, and the upper level math class also mastered a lot of material. At 
the end of twenty weeks of class, there was a recognition program. Fifty two people were 
recognized as participants in the program and one employee. Buddy Frost, earned his GED 
diploma. 

This site was awarded more classes after the first twenty weeks . The reading and basic skills 
class continued, as did the advanced math and writing skills class. One afternoon class 
continued and the students from the garage were fed into other classes. Again, participation 
was steady and interest high in classes. The advanced math class did an overview of algebra 
and geometry and the Basic Skills class progressed tremendously in reading skills and 
comprehension. At the end of this ten week session, there was a Christmas break, and again 
Brown Station Road was granted more classes. 



For the fourth ten week session, the reading and basic skills class continued with the addition 
of four new students. This class was always individualized, but the ability range widened with 
the addition of the new people. They were from the Grounds Shop, so they were with co- 
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workers, but their skills were both above and below the general level of the existing class. It 
worked out well because the group was cohesive. 

The other class was made up of two one-hour classes. The advanced math students continued 
in math and a new class was formed by twelve people from the Sheet Metal Shop for math and 
geometrical drawing. This class also contained one student from a discontinued class. This 
class was challenging to teach and a really rewarding classroom experience. Peer tutoring was 
established in the basic skills class and the new math class wanted as much as the teacher could 
do and more. The advanced math class met personal goals and they did not see an end to their 
pursuit of this subject. They continued to work in materials supplied by the teacher even 
though the class had ended. 

The final ten week class at Brown Station Road was a continuation of the math class for the 
Sheet Metal Shop. They had a two hour session this time, and they completed the geometry 
needed for their jobs. The mechanical drawing exercises using rulers, compasses, and 
protractors were taken from sheet metal construction manuals on loan from the shop and a 
mechanical drawing book from the shop. This class was challenging and exciting for the 
teacher because students continued to want as much material as could be delivered in the 
allotted time. Another student recognition ceremony was held after fifty weeks of classes. 
Forty students were awarded certificates for completing ten, twenty, thirty, or forty weeks of 
classes. 

This workplace site is an excellent place to hold classes because of continued interest by the 
students, support personnel, and supervisory people. Every accommodation was made for 
this program including work release time, classroom space and time, copying privileges, 
needed materials, communication and promotion of the program, and refreshments and 
decorations for the awards programs. Many of the shop supervisors continued to encourage 
and support participation in learning programs. Most employees at this site were eager and 
interested learners and proved to be committed participants. There is a genuine group feeling 
at Brown Station Road. Many of the workers have known each other for many years. This 
respect and caring for one another gives adult students a good support system which allows 
for achievement in education, and makes meeting personal goals much easier for them. 



I 
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WE MAKE IT HAPPEN 



Faclllt(tt S«rvlai$. a ptn of lh« Diviskm of 
Supportino S«rvlc*s. It comprlsod Of 021 
custodial personnal. Thase custodians ara 
rasponsible for maintaining atl buildings and 
grounds in the Princa Gaorga'a County 
Public School Systam in a daan, attracttva 
and aala condition. 

tn addition to g^nara! and haavy duty 
ciaaning. this departmant is also rasponsft>)a 
lor the operation of heating, ventilation and 
air<onditioning equipment, pest axtermina* 
tion and termite control, anew removal, 
assistance to facility user groups and the 
aanding. painting and finishing of gym floors 
and stages. 

To help Illustrate the magnitude of these 
responsibilities, consider the following facts 
and figures: 

176 school buildings 
leO 1«mpor«ry ci«ssrOom« 
a Otfic* buildings 
16.000.000 tquar* i—\ of fk>or« to cw««p •nd 
Ci«an 

60.000 vcnatian blinds to ciaan 
400.000 Window p«o«s to wmsh 

1 10 mil«s of sidawalks to itmovt anow 

end debris from 
ei gym floor* to Mnd %n6 rafiniih 
2.500 gallons of paint «r>d taalar uMd to 
raiinish gymi 
12 miles of masking tap* u»ad to r»-llr>a 
gyms 

33.000 plumbing fixtures to clean and Mnittzt 
400.000 piccas of fumitura to claan 
11^.000 tight ftxturai to eWan 
46.000 tiuorascant lamps to rapiaca 
15.400 eailons of floor wax uMd 
0.100 facility u>a rvqueiis to proctis and 
control 

e.900 ealioni of Conctntratad daartar tnad 
t03j290 pounds ot floor awaaping compound 
(isad 

36.346.000 papar towt Is to raplaca 

116.000 plastic trash bags utad end dtapoaad 
11,646 cans of acourir^ powdar uaad 

S26 eaiions of carpat ahampoo uaad 
a6.33& rolls of to'iei papar to rtpltca 
132.460 packs of ahaa! toii*l ptper to raplaca 

Facilities Services continuously atrives to 
attain and maintain high atandards of 
•xcellence to provide the youth and adults 
pf Prince George's County with a clean and 
aafe place m which to pursue thair aduca* 
tiorxai goals. 



National Workplace Literacy Program 



FASCINATING FACTS 



(Believe It Or ^ot) 



Thf Drpanmcnt of Fariliilrt is m«df up of N o 
•rcliont; ihf FacUilir^ Srnicr>, v^hichjjrovidrt 
coiiodial i^rvicc*. and ihr Facibtirk Operations, 
which provides mainirnancr and repair. 

Thf foa) of ihcdrparimoni k Idm^mlain a »*fr, 
pk*a.s«ni framing cnvirni^nvnl ihai v^ill add to tuff 
and pupil morale a* ^f^^ as rrralr rc»pecl and 
admiraiiun for »rhoo! prt'jM-rtN. 

Thr auached liil will help iUu^lratr ihr major 
mponiibililiei of ihi- dfparimt nl 



178 
7 

142 

16,000,000 
232 
SO.OOO 
400.000 
100.000 
41 
110 
353 
2,500 
5.500 

20 
38.000 
61 

30.000 
15.000 
13.000 
33.000 
110.000 
S50 
13,000 

6.000 
55 
2,500 
2,000 
400,000 
1,000 



S< hitul huitdmp«> 
OfTM f bii>ldin(t- 
Trmporan clj>*room> 
winarr frrl of buildings 
aiT^b of roofing 
\fnfUan blind*, 
inHuu pjn« " 

Ptipil l(»tU'i«. 

nulf > of frnnng 

iDtlfs of iidrv*alks 

arrrs of blacltop 

arrr"' of la*<ns 

pM-c'f" of pla\ ground 

rqiiipnif nl 

FooiliaU fiadiums 

Sudiun. ifaN 

G) mna^ium^ 

CvmnaMum"' iralk 

Cv m lo( L«T> 

Doors 

Plumbing Hxnirrt 
Lighting f>\Uirrs 

Ht ulin); uni(^. radiators, 
air haoditTo 
Thmno^t jl- 
language iah" 
Tflr\i*ion srlv 
Strwinp marhtnri 
\)t\". «■«. of furniturr 
Ht-ftrgt ratiiin ui)it« 



5.000 Ptrt-r*. of intrhrn f»|uip' 

niciii (•>^o^^^. ovrns. 

di>hv)4ohing mHchincs. 

di.v|>uv.j1b. mixrrK. ru .) 
1 ,363 Employer* 
49,208 CompWd Maintenance 

^ ork Retpirftb — Jul). 

1985 10 Jul), 1986 
S.2.S0 Rff{iir>4v ftir m-hool 

fariitlir)! u»»r by communitN 

•nd other u^er |;ruups, 

year!) 

48.000 Fluoresrrnt lamps used, 

yearlv 

15.450 ^.dliMiv of floor vax. jrarK 

44 lnii-> of feniliier. >e*rl> 

22 lono of marking hmr for 

alhlelir firlds. yearl) 
198 lon*> of refit<(e pic ked up. 

%keekl) 

574 Floor buffing machinffc 

530 Vacuum rleaners 

180 Lav«n mowers 

12 mites of masking (ape uM-d 

lo refmish g>m floors, 
carl) tummer 
2.500 f^allonf of paint and 

rrfmishing material fur 
g\m flooro. yearl\ 

900 Vindovi air conditioning 

units 
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BEST COPY AVAIUBI P 




CASAS Objective 6.1.0 - Identify the correct picture or appropriate response 

from oral cues. 

CASAS Objective 6.1.5 - Perfor m multiple operations using whole numbers 

Math problems for review of addition, subtraction, multiplication, and division. Facts for these 
problems come from your "We Make It Happen" and "Fascinating Facts" sheets. 

1. There are 16,000,000 square feet of floors to sweep and clean each year. How many square 
feet of floors will be swept in five years? 

2. There are 61 gym floors in the system. If 2500 gallons of paint and sealer are used to 
reflnish these floors, approximately how many gallons of paint and sealer are used per 
gym? 

3. There are 48,000 fluorescent lamps to replace each year. If each lamp gets replaced twice 
a year, how many replacement parts are used? 

4. If 15,000 gallons of floor wax are used in one year, how much is used in six months? 

5. One hundred ninety-eight tons of refuse are picked up weekly. How many tons are 
picked up monthly? 

6. There are 900 window air conditioning units in the schools. If 365 of them need repair, 
how many do not need repair? If 15 people work on air conditioners in the HVAC shop, 
how many units must each person repair each year? 

7. There are 2,500 T.V. sets in the schools. If the schools share the T.V. sets equally, about 
how many does each school have? 

8. Twelve miles of masking tape are used to refinish gym floors each year. How many feet 
is this? How many yards? 

9. There are 10,000 pupil lockers in the schools. If 465 of them must be repaired each year, 
how many do not need repair? 

10. What is the total of paper towels, plastic trash bags, and packs of sheet toilet paper used? 

1 1 . Twenty-two tons of marking lime for athletic fields are used yearly. How many pounds 
is this? 

12. There are 38,000 stadium seats in 20 football stadiums. If each stadium has the same 
number of seats, how many seats does each stadium have? 

13. There are 2,500 acres of lawn to be mowed. If the grounds shop mows it all seven times 
a year, how many acres do they mow? 
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CAS AS Objective 6.6.1 - Convert U.S. Standard and International Metric 

System of Measurement 
CASAS Objective 6.6.2 - Recognize, use, and meastire linear dimensions, 

geometric shapes, or angles. 
CASAS Objective 6.6.3 - Measure area and volxmie of geometric shapes 
CASAS Objective 6.6.4 - Use measurement instniments 

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 



Math problems for review of measurement. Use your "Fascinating Facts" and "We Make it 
Happen" sheets to get the information you need to answer the questions, 

1. HowmanymilesoffencingarethereintheCountySchoolSystem? Howmanyfeet? How 
many yards? 

2. How many gallons of paint are used yearly for gym floors? How many quarts? 

3. How many tons of refuse are picked up weekly? Yearly? Daily? How many pounds of 
refuse are picked up weekly? Yearly? Daily? 

4. How many fluorescent lamps are used yearly? How many dozen is this? 

5. How many tons of fertilizer are used yearly? How many pounds is this? 

6. How many miles of masking tape are used yearly to refinish gym floors? How many 
yards is this? How many feet? 

7. How many gallons of floor wax are used yearly? If the wax comes in 5 gallon containers, 
how many containers are used each year? 

8. How many gallons of concentrated cleaner are used each year? How many quarts is this? 
If it is in 8 quart containers, how many containers are there? 

9. How many pounds of floor sweeping compound are used yearly? How many tons is this? 

10. How many plastic trash bags are used yearly? If they are purchased in boxes of 4 dozen 
each, how many boxes does the school system buy yearly? 
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CAS AS Objective 6.4 • Compute with percents, rate,ratio, or proportion. 



Math problems for the review of ratio and proportion. Use your facts sheets to get the 
information you need. 

1. What is the ratio of school buildings to office buildings? 

2. What is the ratio of school buildings to gymnasiums? 

3. What is the ratio of doors to school buildings? What is the ratio of doors to school 
buildings, office buildings and temporary classrooms? 

4. What is the ratio of T.V. sets to school buildings? 

5. What is the ratio of requests for school facilities use by community groups to school 
buildings? 

6. If 2 gallons of floor wax is used on 4 rooms, how many are used on 64 rooms? Set up a 
proportion to solve this problem. 

7. If 203,290 pounds of floor cleaner is used in 185 buildings, how much is us^ed in one 
building? 

8. One gallon of paint covers 200 square feet. How many gallons do you need for 4000 
square feet? 

9. If 49,208 maintenance work requests were completed in one year ( 52 weeks ), how many 
were completed in 1 week? 

10. If 22 tons of lime are used for fields in one year, how much lime is used in 3 1 / 2 years? 
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CASAS objective 6.4 - Compute with percents^ rate ratio^ or proportion. 
CAS AS Objective 6.4.3 - Calculate percents. 

CASAS Objective 6.4.2 - Apply a percent in a context not involving money. 

Math problems for review of percents. Use your facts sheets to get the information you need, 

1. There are 100,000 pupil lockers in the schools. If 43% are replaced each year, how many 
are replaced? 

2. There are 5,500 pieces of playground equipment. 23% of them are swings. How many 
are swings? 

3. Of the 5,500 pieces of playground, 1^00 are repaired each year. What percent is repaired 
each year? 

4. There are 178 school buildings, 180 temporary classrooms, and 8 office buildings in the 
school system. What percent of the buildings are office buildings? 

5. There are 178 school buildings and 61 gymnasiums. What percent of the buildings have 
gyms? 

6. There are 1,363 employees in the Department of Facilities. If 18% retire at the end of the 
year, how many people will retire? 

7. There are 1 80 1 a wnmo wers usedbythe grounds shop to maintain the grounds . 57 of them 
go into the shop this year. What percent of the lawnmowers do not go into the shop? 

8. There are 574 floor buffing machines in use in the school system. 46% of them needed 
replacement belts last year. How many belts were installed on floor buffing machines? 

9. If 23% of the 33,000 plumbing fixtures are repaired annually, how many fixtures are 
repaired? 

10. There are 1,000 refrigeration units in the school system buildings. If Charlie in the motor 
shop works on 178 this year, what percent of the units will he work on this year? 
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CA.SAS Objective 1.1.3 - Interpret maps and graphs 
CASAS Objective 1.2.4 - Compute tmit pricing 
CASAS Objective 1.7.3 • Interpret operating instructions, directions, or labels foi: 

consxmier products 
CASAS Objective 1.7.5 - Interpret directions to obtain repairs 
CASAS Objective 6.1.1 - Add whole nxmibers 
CASAS Objective 6.1.2 - Subtract whole nxunbers 
CASAS Objective 6.1.4 - Divide whole numbers 
CASAS Objective 6.2.1 - Add decimal fractions 
CASAS Objective 6.2.2 - Subtract decimal fractions 
CASAS Objective 6.2.3 - Mxiltiply decimal fractions 
CASAS Objective 6.2.4 - Divide decimal fractions 

CASAS Objective 6.2.5 - Perform mxiltiple operations using decimal fractions 
CASAS Objective 6.2.6 - Convert decimal fractions to common fractions or 

percents 

CASAS Objective 6.6.4 - Use measurements instriunents 
CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 
CASAS Objective 6.9.2 - Estimate answers 

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 



We are going to c'o some work in our classroom. To do this we need to take some measurement 
and make some decisions. 

1 . We are going to paint the walls. We need to know the total area of the walls we will paint. 
Use your tapes to measure the height and length of the walls. If you do not have your 
tape with you, how can we determine these distances? 

2. Patrick, in the paint shop, will give us the paint. How many gallons will we need if each 
gallon covers 200 square feet? (Remember that we will need to put on two coats) How 
much would we have to pay for the paint at $12.00 a gallon if we had to buy it? 

3. How long do you think it will take one person to do the painting? How long will it take 
if three people paint at the same time? 

4. What do we have to do before we can paint the walls? How long do you estimate that the 
preparation will take? 

5. We also need to put all new molding around the bottom of the walls. The Carpentry Shop 
will install the molding. How many feet of molding do they need? 

6. The molding comes in eight foot strips. How many of these pieces will they need? 
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7, 



I want new floor tile. How many square feet of tile will we need to recover the floor? If 
the tile comes in boxes of 100, how many boxes will we need? 



8. If the tile costs $25.98 a box, what is the total cost? 

9. We need to weatherstrip around both the doors. How m.uch weatherstripping do we 
need? Is one roll of 25 feet enough? 

10. Our air conditioner can cool 7,200 cubic feet easily. Is this air conditioner big enough to 
cool our classroom, or do we need a new one? 

11. I would like the Grounds Shop to build a flower bed outside by the stairs. It should be 
six feet long and two feet wide with a height of six inches. How much dirt will they have 
to bring in to fill it? 

12. I want to plant an azalea bush every eight inches across the front. How many bushes can 
I plant? 

13. These chalkboards are not in great shape. The Carpentry Shop will put in new ones for 
us. What size are our chalkboards? How high are they from the top of the board to the 
floor? How much molding do we need around them? 

14. I changed my mind about the floor tile. I think that we should have carpet on these floors. 
How much carpeting do we need if we want wall-to-wall covering? If the carpeting costs 
$17.00 a square yard, what will the cost be? The Carpentry Shop will lay the new carpet. 
If it takes one man 8 hours to do the job, how long will it take three men? 

15. After this classroom has been redecorated, I think we should have a party. How many 
donuts do we need if everyone were to get two? How many pies does Betty have to bake 
if each pie serves eight, and four people have seconds? How many gallons of punch do 
we need for everyone to get sixteen ounces and three people spill their first glasses and 
need refills? Do we want leftovers so we can send it to the lawnmower shop, or are you 
all on a diet? 
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CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles. 
CASAS Objective 6.4.2 - Apply a percent in a context not involving money. 
CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 



Using the protrator, draw the following angles: 
1. 50^ 6. 170° 



40° 



7. 



38° 



30° 



75° 



180° 



90° 



10. 88° 
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CAS AS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 
CASAS Objective 6.6.2 - Recognize, use, and measure* linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6,4 - Use measurement instruments 

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships 



Using the following directions, solve the problems on the following page. 

1. Bisect Line AB 

To bisect line AB the compass is set on any radius greater than 1/2 of AB. Points A and 
B are used as centers and intersecting lines are drawn. The perpendicular bisecting line 
is drawn through these intersecting arcs. 

2. Bisect arc AB 

The compass is set on any radius greater than 1 / 2 of AB. Points A and B are used as centers 
and intersecting arcs are drawn. The bisecting line is drawn through these intersecting 
arcs. 

3. Bisect given angle ABC 

Draw an intersecting arc on lines AB and BC at points you can label Dl and D2. Use Dl 
and D2 as the new center points to draw the intersecting arcs that bisect angle ABC. Draw 
line BQ through the new point to point B to bisect the angle into 2 equal parts. 

4. Transfer angle ABQ to a new position. 

Compass is set on the distance from point B to point Dl and dxaw an arc across line BA 
making point Dl on the new line. On original triangle place your compass at point Dl and 
any point on line BQ. On second triangle, keeping this radius place your compass point 
at Dl and draw an arc cutting the arc you have dravm. Draw a line from point B through 
new point. 
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CONSTRUCTION SHEET 





BISECT ANGLE ABC 
WITH BQ 



^it)K\^E^B GIVEN. 
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CASAS Objective 6.62 - Recognize, xise, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 • Use measurement instruments 

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships 
CASAS Objective 6.5.2 • Recognize or evaluate simple geometric formulas 



Construct a triangle PBD with a base of 2 inches, one side of 1 1/2 inches and one side of 
1 inch. 

Step 1. With a ruler draw base line BD 2 inches long. 

Step 2. Give your compass a radius of 1 1/2 inches. With the point at D, draw a short 

arc above the base line 
Step 3. Give your compass a radius of 1 inch. With the point a B, draw a short arc 

intersecting P at the arc you have just drawn. 
Step 4. Draw PD and PB 

A BPD is the required triangle 

Construct triangle GER, one angle of which is 35 degrees. The sides of that angle are 3/ 
4 inch and 1 inch in length. 

Step 1. With the ruler, draw base line ER one inch long. 

Step 2. Using your protractor and making E the vertex, draw an angle of 35 degrees. 
Step 3. Give the compass a radius of 3/4 inch. Place the compass point at E and mark 

off leg GE. 
Step 4. Draw line GR. 

A GER is the required triangle. 

Construct triangle BEF if the base EF is 2 inches, angle BEF is 80 degrees and angle BFE 
is 30 degrees. 

Step 1. With a ruler, draw the base line EF 2 inches long. 

Step 2. With the protractor, construct an angle of 80 degrees( angle BEF ) at vertex E. 
Step 3. Construct an angle of 30 degrees ( angle BFE ) at vertex F. 
Step 4. Extend the two legs until the intersect at B. 

ABEF is the required triangle. 
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CASAS Objective 6.62 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instnunents 
CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 



Find the number of degrees in each angle using a protractor. 
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CASAS Objective 6.6.2 - Recognize,use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instruments 
CASAS Objective 4,4.3 - Recognize and use occupational signs, charts, forms, 

and written directions 



DIVIDING CIRCLES 



10. 



To fllTia* > b»Xf circle into 8 gqual parti ; 



Dlviae the b*lf circle 
Into k •quAl p«rtt ailng 
•ither cf the two ■ethofle 
^uJt •xplilned (bieectlAS 
or tri^ «wi •rror). 

Use the ■SBC aetbod to 
dlTlde •%ch ••CtiOD Ifi 



c) Tble r«eulte in t tquAl 
p«rte. 




To dlTlfle fc bfclf circU into 6 •<aaml pj^rte ; 



0 



a) Bquwe » wizard fr«« 
the center point to fllTlde 
it into Z vquAl pftTte, 

%) S«t the AlTldere vquU to 
vbet you thlBk !■ about 
1/3 the dlMnelon of 
tbe curre AB, 

c) When teetlDC a tettlae of 
the fllTlderc, "waUi off" 
the tfittftncee. Do not 

put on the Betal became it uiuAlly taXee 

aewal •ttaapti before you »et the correct let- 

Set one point of the «lTlderi on A ana 
the other point alon< tbe •ife of the circle, 
Cwli^ tbe poitJt thit wa* on A wound to etep off 
tbe next Mctioo. fwln« the other point around 
to aee if it co^e txectly to point B. 

a) When you get tbe •%Mct tettinc, tcribe an arc 
at tach point. 



To dlTide a circle into k aqual parte (quarter*) ; 

a) Diride it in half, ai before. 

b) Square a line upward and 
d»mvard fra« the center 
point. Tbli divldet the 
circle into k aqual perti. 





To divide ■ half circle into k aqual parti : 

a) Square a line upward frao 
the center point to dlTldi 
it into 2 a^ual parte, 

b) fet tbe dlTidirt at a 
conrenlent dletance that 
li creiter than 1/2 of 
dlitance A*B. 

c) Uie polnti A and B a< 
centere to ecrlbe arci. 

d) Drew a atral^ht line 
fraa the center of the 
half circle through tbe 
point vhere the arci 



To divide i half circle Into k equal part ft bv 
trial and error; *~ 



a) Square a line ujvard fron 
the center point do divide 
it Into 2 equal parte. 

b) Set the dlvlderi equel to 
whet you thlnX le I/2 the 
dljaenelon of the curve AB- 

c) Uee A as the center and 
•crlbe an arc acroei the 
circle. Uee B aa the cen- 
ter and ecrlbe an arc 
acroae the circle. If the 
2 arce do not Meet, re- 
adjuit the dlvldere and 
try acaln. Ueually they 
do not aeet on the flret 
and eecor.d atte^te. Vben 
they ueet, thle point le 
the center to divide the 
half circle Into k equal 
parti. 




^ C ^ 




CAS AS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions 
CAS AS Objective 1.9.6 - Interpret information related to automobile maintenance 



Match the parts to be checked with the section it is under on the Preventive Maintenance 
Program form ( page 4.18 ). 

Front End Electrical Systems 

Drive Train Body Parts 

Other Chassis Parts Road Test 



1. 


Engine Operation - Ignition Timing 


2. 


Emergency Door Buzzer 


3. 


Rear Brake Lining 


4. 


Wheel Nuts 


•J. 




6. 


Brake Operation 


7. 


Horn 


8. 


Floor Covering 


9. 


Light Monitor 


10. 


Manifold-Crossover Pipe 


11. 


U-Bolts 


12. 


Differential Housing 


13. 


Power Steering Pump 


14. 


Antifreeze 
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AUTO MAINTENANCE FORM 



^i^pNfW«-^*orgt*t County Public Schools 

Preventive Maintenance Program 

Daf Lot 



Work Ord«r f 



V«hicU Tag f 



Ya«f MJg 



Chassu 



Body 



v«h. ff 





Road Test 




Other Chettit Pent 




Warning Lights — Pilot 




Check Front End (Before Jacking) 




U-Bolts 




Light Monitor 




Clean Engine and Compartmeni 




Springs/Shackles ~ Pins/Bushings 




Wiring ~- Instrument Gauges/Lights 




Front End 




Manifold Crossover Pipe 




Heater — Defroster — Switches 




Drag Link — Tie Rods 




Muffler — Tailpipe — Hangers 




Wipers — Motor — Switches 




King Pins/BushingsrBall Jotnts/Axel 




Body Hold Down Clamps ^ Botts 




Horn 




Power Steering Mechentsm end Hoses 




Frame Retainer Bolts — Clamps 




Low AirA/ac Warning LightfBuuer 




Steering Gear Box 




Vacuum Booster Tank and Lines 




Service/Emergency Breke Warning Light 




Steering Column — Bracket — U-joinl 




Air Tanks and Lines 




Hi Power Brake -~ Back Up System 




Wheel Bearings — Clean — Repack 




Fuel TanK — Lines and Filters 




Emergency Door Buuer 




Pitmar) and Steering Arms 




Anti-Siudge Release valve 




Body Pant 




Wheel Nuls 




Emergency Brake Band & Linkage 




Mirrors — Exterior — Crossover — Spot 




^oe-ln — Alignment 




Engine Compartment 




Mirror — Interior — Sun ViSors 




Springs — Shackles — Pms/Bushings 




High Energy Brake Booster — Pump 




Windshield and Wiper Blades & Ad) 




BraKe Chamber — Cam Operation 




Radiator — Frame — Core 




Windows — Latches — Operation 




Front Brakes — Wheel Cyl — BraKe Lines 




Radiator Hoses/Heater Hoses 




Entrance Door — Operation — Gaskets 




Front BraKe Lining L R 




AntiFreeze 




emergency uoor sjysKimwfjn — ssmskvis 




Front Drums/Rotors L R 




Engine Drive Bells 




Emergency Door ~ Oecal 




Front Tires L R 




Engme/Transmission — Support/Mounts 




Seat Upholstery 




ShocK Absort^rs 




Engine Oil System — Seals — Gaskets — Filter 




Seat Frames 




U-Boits 




Water Pump 




Floor Covering 








Distributor Cap — Roior — Igmhon Wires 




Body Condition Interior 




Drive Trein 




Engine Operation — Ignition Timing 




Body Condilion Exterior 




Clutch Adjustment — Slave Cylinder 




Carburator — Air Filler 




Emerg Equip — First Aid — -Fire Ext 




Clutch Linkage — Throwout brg 




Engine Exhaust Emission Readings 




Fusees — Flags — Reflectors 




Trensmission ~ Filters Sealt Gaskets 




HC PPM CO % CO2 % Oa % 




Litt Operation — Platform — Linkage 




Universal Joints 




Power Steering Pump 




Lill Pump — Cyls — Lines — Switches 




Drive Shall — Carrier Bearing 




Alcohol Evaporator 




Lilt Doors — Operation Gaskels 




Drive Shaft Guards 




Windshield Wiper — Motor — Washer 




Mico Brake -~ Operation — Switch 




Pinion Bearing & Seal 




Masler Cylinder 




Seat Belts 




Differential Housing 








Road Test 




Rear A%le Breather 




Electrical Systems 




Pedal Pads — Clutch. Brake. Accelerator 




Axle Flange Nuts — Seals Gaskets 




Battery — Cables — Tray and Clamps 




Speedometer ~ Odometer 




Axle Bearings 




Battery Condition 




Clutch Operation 




Rear Brakes ~ Wheel Cyl — Brake Lines 




Alternator ~ Bracket ~ Bolts 




Brake Operation 




Rear Brake Lining L R 




Alternator — Output ~ Bearings 




Transmission Operation 




Rear Tires UR/0 UR/I 




Vollage Regulator 




Vehicle 1.0 Number/Door Decai 




R/R/0 WW\ 




Headlights — Parking Clearance 




Clean Vehicle 




BraKe Chamber/Cam Operation 




Stop — Tail — Clearance 




Lut>«/Oil Change 




Rear Drums/Rotors L R 




Backup Lights -~ Backup Alarm 








ShocK Absorbers 




Turn Signals — Hazard Flashers — indicator 







WMteCety ~ Oriice Y*i(m* Cetr ^ Shop Pink ce^y Lot 



fore/nan StgnMtur^iDMf 




CASAS Objective 6.6.3 - Measure area and volume of geometric shapes 

CASAS Objective 6.6.4 - Use measurement instnmients 

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.1 - Convert U.S. Standard and Intemational Metric 

System of Measurement 
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion 
CA.S AS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 
CASAS Objective 6.1.4 - Divide whole numbers 
CASAS Objective 6.1.3 - Multiply whole nxunbers 

CASAS Objective 6.1.5 - Perform multiple operations using whole numbers 



TILING A ROOM 



Tiling a room it a home-improvement project that many 
people do themselves. No professional skills are needed, and 
tiles can he laid in a short time. Particularly easy to use are 
•elf-stick vinyl tiles that can be laid over old tile or old 
hnoleum. Self-stick vinyl tiles cost about $1.00 per square foot. 

Suppose you want to tile two rooms in your house: the spare 
bedroom and the (amily room. SkeUbes of these rooms are 
shown below. 



Spare B»drcx>nn 



Family Room 



12 ft. 




▼ Practice 

Use the sketches to help you answer the questions. 

1. Determine the cost of tiling the spare bedroom by answering 
the foUov^ing questions. 

a) What is the area of floor to be tiled? 

b) If you use tiles that are each 1 square foot in area, bow 
many tiles will you need?, , 

c) If you choose a tile that costs $1.09 per square foot, 



how much will you spend on tiles?_ 



Determine the cost of tiling the family room by answering 
these questions. 

m) What is the area of floor to be tiled? 

b) For this room you have chosen a tile thet measures 

9' by 9". How many tiles will you need*^.^ _ 

Hint: Since 9" - ! ft., each tile has an area of 

4 4 



▼ MATH TIP 

To determine how many tites 
are needed, divide the area of 
the ftoor to be tited by the area 
of a single piece of tile being 
used. 



c) If you pay $.98 for each tile, how much will it cost you to 
tile the famJly room'' 



9 in. 



1 

4 



fi. 



! 
i 



Area 



16 
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CASAS Objective 6.6.3 - Measure area and volxime of geometric shapes 

CASAS Objective 6.6.4 - Use measurement instnmients 

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric 

System of Measurement 
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion 
CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 
CASAS Objective 6.1.4 - Divide whole numbers 
CASAS Objective 6.1.3 - Mxiltiply whole numbers 

CASAS Objective 6.1.5 - Perform multiple operations using whole numbers 



Using guidelines on page 4.19, solve the foUov^ng problems, 

1, We are going to retile our classroom. How many square feet of tile do we need? 

2, I want the same size tiles that are down now, only in a brighter color. How many tiles do 
we need? 

3, If they come in boxes of 100, how m.any boxes do we need? 

4, We are going to retile Betty's office, too. How much tile do we need? How many boxes? 

5, If Robert can tile 10 square feet in an hour, how many hours v^ll it take him to do the 
classroom? Betty's Office? 
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CASAS Objective 6.6.2 - Recognize, xise, and measxire linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instruments 

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 

MEASURE W/ ENGLISH RULER 



Probably the most cozniaonly \ued meiisunng tool found 
around most homes is the niler. Pictured below is the 
f&imliax 6-isch English niler. 

• Each inch is divided into . . . 

sixteenth inches (firom one line to the next) 

eighth inches (every 2 lines) J ~ h 

quarter inches (every 4 lines) 4 = ^ 

half inches (every 8 lines) I =^ u 



ilihltlii 



1 2 3 4 6 « 

l.!.l,l.l.l.l.!,l.lJ.l.l.lJ.hl.i,L.l.i.|j .l.iJMJ.( J.l.l.l.litl.t.liiilili 



A 



You read a ruler from left to right To make reading easier, 
each fraction of an inch is represented by a line of different 
height. 

* WTien measuring, always reduce fraction answers when 
possible. 

Example: How far is point A from the lefl end of the ruler? 

First notice that point A is between 4 and 5 inches 
&om the left end. 

Because point A is at a ]^-inch line, count the 
number of sixteenths thai point A is beyond 4. 
Point A is 5 sixteenths to the right of the 4. 

Answer: 4^ inches 



4 6 



▼ Practice 

What distance is represented in each ruler pictured below? Reduce fraction answers. 



1. 


.I.l.i J.f.l.l.l 


2. 




1 


III, 1,1,1, ill 


1, 








,1,1.1.1-1,1,1, 
























inch 




inch 




inch 





.lihlrliilllh 



inch 



^144 
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CASAS Objective 6.6^ - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instruments 

CASAS Objective 6.6.7 - Solve measvirement problems in stipulated situations 



PRACTICE 

What is the length of each object pictured below? Reduce the 
fraction part of each answer to lowest terms. 



1 2 

^l.iil.I.li! J.hl.l.Ll.l.l J.l.l.l. 


3 

.1,1. hi. 1,1 


4 

,1,1,1,1,1.1,1.1.1.1.1 


5 6 

I.I.lilrl,l.l,l,].t, 








Answers 


Qlflfll'III.I'M i 






























*-C2t:3(: ri^^ 








^ ^ Jm^^»n\m\\\\\ 







Problems 10-12 refer to the pencil pictured below. 
Choose each answer from the choices given. 




10. What 18 the length of the pencil to the nearest ^ inch? a) 4|" 

c) 4| 

11. What is the length of the pencil to the nesirest | inch? a) 4\' 

h)4l' 
c) 4 1' 

12. What is the length ofthe pencil to the nearest I inch? a) 4 J' 

b) 4 1' 

^mT 

146 « 
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CASAS Objective 6.6J1 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instnunents 

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 



Answer the following questions. 

1. Measure the width of the top of your desk. How wide is it? 

2. Measure the length and width of Lero/s desk. How wide is it? How long is it? 

3. Measure all the way around one of the windows by the door. How many inches around 
all four sides? How many feet? How much framing would we need to frame all 4 
windows? 

4. Measure the length of Anthony's foot. How long is it? Measure DunelFs foot. How long 
is it? How much longer is Anthony's foot than Dunell's? 

5. How wide are the steps outside? How deep are they? 

6. Measure the length of your pencil. 

7. How wide is the framing around the chalkboard? 

8. Measure your arm from your elbow to your wrist. 

9. What size are the floor tiles in this room? 

10. What is the length of the lawnmower outside? How many will fit end to end on the trailer? 
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes 
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships 

BUYI^sG SOIL 



Lin Li if going to put a lawn around her bouse. To do this, ihe 
mu«t put a 4-inch layer of topsoil on the dirt that is there now. 

Lin le&ms that aoil is sold by the cubic yard. Before she - 
orders^ she must estimate the total number of cubic yards of 
topsoil she needs. 

A sketch of Lin's property is shov>»-n below. 

_K 

5yd 



-27 yd.- 



8 yd. 

1 

6yd 
1 



tackyvd 

v^ . • 


Side 


house 


garage 


riflht 
stde 
yard 


front yard 


wiy 








— ► 




<-4yd.^ 


4 


20 yd. 







14 yd. 



Kxample: To compute how much topsoil she needs for the 
lef\ side yard, Lin multiplies as follows: 
left side yard ■= length X width X depth 

« 8 yd. X 4 yd. X J yd. (since 4 in. «= yd. 



«f xixi 



Answer: She needs 3^ cubic yards. 



T Practice 

Use the sketch to help you answer the questions. 

I. Complete the list at right started by Lin to 
determine the total amount of topsoil she needs 
to order. 

\ 

L If she pays $9 per cubic yard of topsoil . 
(including delivery), how much will Lin pay for 
the topsoil she needs? 



Volume of Soil N#*ddd 
ten side yard 

righl side yard 

front yard 



backyard 

TOTAU 



159 < 
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes 
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships 



Solve the following problems. 

1. The grounds shop is going to put a flower bed in the front of this building. It is going to 
be 8 feet long, 2 feet deep and 8" high. How much soil will have to be brought in to fill 
it 6" deep? 

2. They will put 2" of mulch on top of the soil. How much mulch will they need? 

3. What is the total amount of soil and mulch? 
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CASAS Objective 6.6*0 

CAS AS Objective 6.6.1 

CASAS Objective 6.6.2 

CASAS Objective 6.6.7 
CASAS Objective 6.6.8 
CASAS Objective 6.3.1 
CASAS Objective 6.3.2 
CASAS Objective 6.3.5 

CASAS Objective 6.3.6 

CASAS Objective 6.2.6 



Identify the correct picture or appropriate response 
from oral cues 

Convert U.S. Standard and International Metric 
System of Measurement 

Recognize, use, and measure linear dimensions, 
geometric shapes, or angles 

Solve measurement problems in stipulated situations 

Interpret mechanical concepts or spatial relationships 

Add common or mixed fractions 

Subtract common or mixed fractions 

Perform multiple operations using common or mixed 

fractions 

Convert common or mixed fractions to decimal 
fractions orpercents 

Convert decimal fractions to common fractions or 
percents 



WORKING WITH DRILL BITS 




J.* i 
IS X 



T%t aDo«t commoc power shop Iftol mati m 
' bomcK U akctrx drill. DriU (the 
poinUd. thrtAded tool that the drill ipint) 
eomt u) a variety of met. Most coznaon arc 
thoM wbosf djunelcrt (width) an froi£, 
l^iDch to J inch 

Diil] biu are usually purchased is »eU 
where Mch *&ezi larf er^ bit u ^ ix^ 
vider than the next cx&aller bit Each 
bit kite u (iveo as a rtduoed fraction. 

Bert are aome ^ical bit t^t— fivcn in 
fractions of ail inch (Beloi^.for eompanaoD, 
art aquivaJent lixes fivec in 64ths of an 

inch ) 



£ £ £ £ £ £ 



Tha »ymtool • *s uaaa to atantf 




T Practice 

Ifi the foIlowiBf problems, change each fractjon to 
m deointi ai you Warned on page 59 

1. To the nearest hundredth of an inch, vhat ic the diaaetar 
•fa kit? 



t. Erin needs to drill a hole that will alJo» a O.l&'inch-diazneter ' 
wire to pass through She wanU the wire to fit as tightJy 
0M possible. Vbizh of the three biti ahouD at right ihould - 
ahe uae? 



S. Circle aacb «f the foUorag b)U that could be uae d to drill a 
dnunage bole that is supposed U be *»o wiizr Ih^ 0 IS lach.* 





Diameter 




s* 


ii 


• J2 




11* 


f2 






a* 


i3 


16 



ERlcBESTESFYIMftiLE 
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CASAS Objective 6,6,0 

CASAS Objective 6.6.1 

CASAS Objective 6.6.2 

CASAS Objective 6.6.7 
CASAS Objective 6.6.8 
CASAS Objective 6.3.1 
CASAS Objective 6.3.2 
CASAS Objective 6.3.5 

CASAS Objective 6.3.6 

CASAS Objective 6.2.6 



Identify the correct picture or appropriate response 
from oral cues 

Convert U.S. Standard and International Metric 
System of Measurement 

Recognize, tise, and measure linear dimensions, 
geometric shapes, or angles 

Solve measurement problems in stipulated situations 
Interpret mechanical concepts or spatial relationships 
Add common or mixed fractions 
Subtract common or mixed fractions 
' Perform multiple operations using common or mixed 
fractions 

' Convert common or mixed fractions to decimal 

fractions or percents 
• Convert decimal fractions to common fractions or 

percents 



WORKING WITH METRIC TOOLS 

You have jusl been lured to work at Sou^To wee Auto .^.^ '. ■ » ' 

Repair. YouVe never worked oiiforeiiij-iii*deciirtW • . i - 

afid you need to laam about metnc toolt and roetnc nut and ^ ' •] 

boh »iz€». - ■ • 

Your boss thowt you that meoric tools and out and bolt tizet 
are measured in millimeters instead of fractioas of as inch. 
The most common metnc iiies are from 3 nxm to 19 mm in 
1 mm iocxements. which is about the aame range of sizes as 
the English sizes J inch to \ inch. - ' ' 

To help you ^ain expenence. your boss ha2 asked you to 
measure the following bolt heads and to label them 
according to sixe. You learn that the correct labeling of 
metric sizes consists of writuig sizes in millimeters only. For 
example, a bolt head that measures 16 Tm\l^meters across is 
Ub«led 16 mm, nor 1.6 cm. ^ 



▼ Practice 

Axiswer the folloHing questions. 



1. Using a centimeter ruler, measure the width of each bolt 
head below. Write your answers on the lines provided. 



OI 




Widths: 



X. To compare metric sizes with EngUsh sizes, try the 
following Determine the metric bolt size that each 
English wrench below can *most closely* fit around. (Your 
choices are not limited to the holts shown above.) 




3. One inch is txactty equal to 2.54 cm (25 A mm) Knowing 
this, determine about how many nulUmeters are in a 
distance of in? foot • - . . , , 



► tse 



ERIC 
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7: 



CASAS Objective 6.6.0 - Identify the correct picture or appropriate response 

from oral cues 

CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric 

System of Measurement 
CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, 

geometric sliapes, or angles 
CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations 
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships 
CASAS Objective 6.3.1 - Add common or mixed fractions 
CASAS Objective 6.3.2 - Subtract common or mixed fractions 
CASAS Objective 6.3.5 - Perform multiple operations using common or mixed 

fractions 

CASAS Objective 6.3.6 - Convert common or mixed fractions to decimal 

fractions or percents 
CASAS Objective 6.2.6 - Convert decimal fractions to common fractions or 

percents 



Answer the following questions. 

1. Do you have metric tools in your shop? 

2. Do you use a chart to figure out what hardware you can use? 

3. We are going to try it without the charts. What size wrench will we need to take out the 
bolts in the doors? 

4. What size bolts would I use if I drilled holes with a 7/64" drill bit? 

5. What size bolts did Charlie use on the motor display board? ( Use your metric ruler) - 
What size drill bit did he use to drill the holes? 

6. What size bolts are holding up the air conditioner? What size drill bit was used to drill 
the holes? 
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CASAS Objective 6.6.3 - Measure area and volxune of geometric shapes 
CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instnunents 
CASAS Objective 6.6.5 - Interpret scale drawings 

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 
CASAS Objective 6.3.2 - Subtract common or mixed fractions 
CASAS Objective 6.3.1 - Add common or mixed fractions 
CASAS Objective 6.3.3 - Multiply common or mixed fractions 



USING MEASUREMENT IN HOME PROJECTS 



Home projects are an important part of Bozmie Reed*ft life. 
She loves to build things and fix up her house in her spare 

time. Two of the projects she did last month' are desaribed 
below. Use your math skills to answer the questions that : ' • 
Bonnie faced during ^ch project " i-^ 

Br^ect #7 ■ Building a Picnic Table' . ' • 

Bonnie buil^ the picnic table shown below. Before nailing it - 
. together, Bonnie needed to compute th^length of support A. 



table board 



5 






M - 1 


-. ii' -ii- -f 






■ '■ ? — rr^ 



Picnic TaWe' 



* ■ * " \ End View: Support A :--. ; 

What is the length of support A? — '. — — — ^ .:. 
Hint: Length equals 6 table boards plus 5 gaps. 




• Support A -. -* 



Prqject #2 Wallpapering Her Bedroom , '.■* 

Bonnie used 7 full strips of wallpaper to paper the wall in 
her bedroom. Seven full strips didn*t quite complete the job, 
and the needed another partial strip. • ■ " ^ • -. , ; , . 

j-*^ —wall wjdtfi: 13' ■ 



















1 


2 


3 


4 


5 


6 


7 





▼ MATH TIP 

The symbol ' is used to stand 
tor feet. 



How *vide is the partial strip that Bonnie needs? i 
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes 
CAS AS Objective 6.6.2 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 
CASAS Objective 6.6.4 - Use measurement instnunents 
CASAS Objective 6.6.5 - Interpret scale drawings 

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas 

CASAS Objective 6.3.2 - Subtract common or mixed fractions 

CASAS Objective 6.3.1 - Add common or mixed fractions 

CASAS Objective 6.3.3 - Mxiltiply common or mixed fractions 

WORKING WITH DIMENSIONS 



FrmctioQS and mixed numbers show up in inany do-it^v.r - ^ - 
; yourself projects ftroxmd the home. Usuallj, they ippesx as - 
dimensions — niimbers that give the length, width {cY depth), 
height, and other important distances that may describe an ' 
object. Questions often arise that involfeadding or subtfac^ng ' 
two or more of these dimensions. • ' V.- v, ' ■ ' 

Suppose you are building the bookcase'pidured below. The ■ . 
■ dimensions shown are all given in inches C). ' 



Note: M shtlvvs 
and Side boards 




2| -nigh foot (from txDttom of shetf to fkor) 



Practice 

Use the diagram to help you answer the following questions. 

■ !• What is the total height of the bookcase? _l: ' - T . ' 

(Height «= foot height -»- two 13" spaces + three |' shelf 
thicknesses.) 

% How much longer is the bookcase than it is high? 

3. How long is the middle shelf? I 

. (Middle shelf length = bookcase length *^ two side board thicknesses.) 

4. If you place a 7^' ceramic statue on the middle shelf, how ' . 
much room will be above the statue? 



6. You designed the bookcase so that the height of the mid.dle^^ 
: . *>shelf is adjustable. Suppose you raise the middle shelf | . ■ . 
J/^ highef than it is now. How much room will now be : it j >/'S^ 

m) between the lower and middle shelves? i-i 

b) above the middle shelf? 

6. If you place the bookcase so that its bock siuface is |* 

from the wall, how far from the wall will the front 
' edge be? 
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CASAS Objective 6.6.3 
CASAS Objective 6.6JI 



CASAS Object 
CASAS Object 
CASAS Object 
CASAS Object 
CASAS Object 
CASAS Object 



ve 6.6.4 
ve 6.6.5 
ve 6.5.2 
ve 6.3.2 
ve 6.3.1 
ve 6.3.3 



' Measure area and volume of geometric shapes 

- Recognize, use, and measure linear dimensions, 
geometric shapes, or angles 

• Use measurement instnunents 

• Interpret scale drawings 

- Recognize or evaluate simple geometric formulas 

- Subtract common or mixed fractions 

- Add common or mixed fractions 

• Multiply common or mixed fractions 



Answer the following questions. 

1 . We are going to wallpaper Pernell's office ( the back wall only ), If we use the same size 
wallpaper Bonnie used, how many strips will we need? How wide will the last strip be? 

2. I want you to build a picnic table outside of the classroom so we can have somewhere to 
sit on break, I want it 2 times as wide as Bonnie's table. How long will the support be? 

3. We are going to build three of these bookcases. If the boards came in 3' lengths, how many 
do we need? 

4. I want to stand the big GED book upright on the top shelf. How much room do we need? 

5. Will these bookcases fit under the chalkboard? 
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CASAS Objective 6.2.2 - Subtract decimal fractions 

CASAS Objective 6.2.4 - Divide decimal fractions 

CASAS Objective 1,9.3 - Compute mileage and gasoline consumption 



FIGURING GAS MILEAGE 



Gas mileage telU the nximbcr of miles a ca.* can drive on one 
gallon of ga«. When a car engine is tuned up, it geU higher 
gas zDileage than when it needs to be tuned. 

Brett Lance keeps a record of his car's gas mileage, Ke does 
this by recording the reading on the odometer (mileage , 
indicator) each time he buys gas. He also records the number 
of gallons that he buys to refill the tank. 

• By subtracting the previous odometer reading from the 
present reading, Brett determines the number of miles 
driven. 

• The amount of gas used is eqxial to the number of gallons 
it now takes to refill the tank. '^^ 

' 

Example: Here's how Brett figured his gas mileage for the 
week of October 3: 

Present odometer reading 68,972.8 

Previous odometer reading - 68,734.9 2 5.3 0 

Miles driven 237.9 9.^)2 3 7.^0 0 

^ Miles Driven zAA3 

Gas Mileage « Gallons Used 499 

- 470 

^ 237.9 290 

9-4 - 282 

E 253 miles per gallon 8 0 
(rounctod to martst unth mO* p«r oallon) 



▼ Practice 

1. Determine the gas mileage of Brett's car during each of 

the weeks shown on the table below: Mileage 



Date 


Odometer Reading 


Gallons 


(nearest tenth) 


9/26 


68.734.9 


8.65 


24JB 


10/3 


68,972.8 


9.4 




10/10 


69,272.8 


11.95 




10/17 


69,492.2 


12.9 




10/24 


69,674.0 


10 





2. Brett's mechanic discovered that a spark plug was broken 
in tbe engine of Brett's car. During which week did this 
plug most Ukely break? N^Tiat is the clue? 



► 66 
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CASAS Objective 6.2.2 - Subtract decimal fractions 

CASAS Objective 6.2,4 - Divide decimal fractions 

CASAS Objective 1.93 - Compute mileage and gasoline consumption 



My husband makes us keep mileage records in our cars. Each time we buy gas v^e record the 
mileage and how much gas we bought. We save ourselves some work by using the trip meters 
on the cars, so the subtraction is done for us. 

1. The next time you fill your vehicle with gas, record your mileage at that time on a piece 
of paper ( including the tenths). 

2. The second time you fill your vehicle for this assignment, record your mileage to that 
point, and write down how much gas you bought, including the tenths. 

3. Bring the two mileage numbers and the amount of gas you purchased to class. 

4. Subtract your two mileage numbers. 

5. Divide the answer from number 4 by the amount of gas you purchased. Your answer is 
how many miles per gallon you are getting in your vehicle. 




CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, 

fonns, and written directions 
CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting to 

criticism 

CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social 

interaction for keeping a job and getting a promotion 



QUARTERLY PERFORMANCE APPRAISAL 



NAHE last First Initial 






Shop/Crew Quarter/Year 






Please read the Bases for Performance Appraisal (on 
back) before completing this form. Check In the 
appropriate box the level of performance with respect 
to each of the following factors which are applicable 
to the work of this employee. 


SATISFACTORY 

(Meets or 
exceeds 
performance 
standards) 


UNSATISFACTORY 

(Below 
acceptable 
performance 
standards) 


1. Quality of Work 






2. Quantity of Work 






3. Work Habits 






4. Work Attitudes 






5. Relationship with Others 






6. Personal Qualities 






7. Supervisory Ability (if applicable) 







Consents: Ratings of "Unsatisfactory" must be explained by a statement of facts 
supporting said rating. Suggestions to aid employee in improving 
performance HUST be made. Conments relative special conmendation 
should be made also. 



Signature of Rater 



Title 



Date 



Signature of Reviewer 



TTffe 



Date 



This appraisal has been 
discussed with me. Hy 
signature does not 
Indicate 1 agree with 
all ratings. 

Signature of Employee Date 



DISTRIBUTION: Original to Plant Maintenance Personnel File. Copy to tmplo 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, fonns, 

and written directions 
CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting to 

criticism 

CASAS Objective 4,4.1 - Identify appropriate behavior, attitudes, and social 

interaction for keeping a job and getting a promotion 



BASES FOR PERFORMANCE APPRAISAL 

1. QuilUy of Work 

«. Demonstrates satisfactory knowledge of the job, 

b. Performs work with acceptable accuracy, 

c. Work Is neat and presentable, 

d. Is thorough in the work done. 

* Z, Quantity of Work 

a. Completes an acceptable amount of work on time. 

b. Does extra work when asked. 

3. work Habits 

a. is regular In attendance at work. 

b. Observes established working hours. 

c. Carries out tasks in «n orderly and diligent manner. 

d. Demonstrates the ability to work without Immediate supervision. 

e. Complies with instructions, rules and regulations, including health and 
safety precautions. 

4. Work Attitudes 

a. Endeavors to improve work techniques. 

b. Accepts new ideas and procedures. 

c. Accepts criticism and suggestions. 

d. Accepts responsibility willingly. 

e. Demonstrates interest in work. 

5. Relationship with Others 

a. Gains the respect of co-workers. 

b. Helps others cheerfully. 

c. Cooperates with supervisors and fellow workers. 

d. Understands and respects pupils, teachers and other adults. 

e. Observes established channels of communication, 

6. Personal Qualities 

a. Acts with good judgement, 

b. Demonstrates initiative and drive. 

c. Is adaptable to emergencies and new situations. 

d. Is physically fit, appears healthy and energetic, 

e. Is careful of appearance; dress and grooming are appropriate. 

f . Possesses a good sense of humor. 

g. Demonstrates loyalty to organization and co-workers. 

7. Supervisory Ability 

a. Demonstrates effective leadership. 

b. Is fair and impartial in relationships with subordinates. 

c. Hakes good and timely decisions. 

d. Trains and instructs subordinates effectively. 

e. Plans, schedules and makes assignments fuccessfully. 

f. Evaluates performance of subordinates effectively. 

g. Maintains a high degree of discipline among employees. 
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CASAS Objective AA.3 - Recognize and use occupational signs, charts, fonns, 

and written directions 
CASAS Objective 4*4.5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting to 

criticism 

CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social 

interaction for keeping a job and getting a promotion 



This is a copy of your Quarterly Performance Appraisal form. We are going to use it and the 
information on page 4.35 to think about ourselves and how we do our jobs. 

Use a pencil to mark items 1-7 the way you would rate yourself. 

Use a pen to mark the items 1-7 the way you think your supervisor v^U rate you. 

For the items you yourself marked unsatisfactory ( if any ), tell how you can improve your 
ratings. ( Use the back of the sheet to help you think of things.) 

For the items you think your supervisor would mark unsatisfactory (if any), tell what you 
could do to change his/her mind on your next evaluation. 

What are the two thing that determine your evaluation for quality of work? 
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CASAS Objective 4.43 - Recognize and use occupational signs, charts, f onns, 

and written directions 



7 1/4- INCH RING GEAR 



• Fit of ih« tidt gttv on tf)« axit shatv. 

• Otff«rami«i ctM kK cficKs and scoring. 

• Rapuot atl worn parts. 

MNfON AKD WNG OEM 
)nap«ct 

• Pinion and ring gaar tatUi {or cracking, chipping, 
aoonng, or axotssiva waar. 

• Pinion tpiinas tor wtar. 

• Pinion flanga splinas for waar. 

• Fit of ma pinion on ttia p<nion flanga. 

• Saaiing turlaca of tha pmion flanga for nicks, 
burrs, or rough toot marks which woutd causa 
tfamaga id tha aaats' Insida dtamatar arxl rasjlt hi 
an oil laaK. 

• Aapiaca all worn or brot^ n parts 

• Ring ar>d pinton gaars ara matched sats and are 
both rap^acad ar^ tima a rapiaoamant o< aithar ia 
nacassary. 

•EARINGS 
PI Inapaci 

• ftaarings dually and by faai. The bearings shoukl 
faei smooth whan ottad and routed whtle applying 
as much hand pnsssura as possible 

• The large and o( the bearing rollers for wear This 
Is where laperad roller baanng wear is most avi* 
dent. 

' • Beanng oupi for wear, cracks. brihell<r>g ar^ acor- 
' laanngs ar>d cupc ara only reptacad as sets. 



*if the front axte was operated for an extended 
penod o< %rrm with very fooaa baarings. the rtrv 
gear and drive pinion will also require rapUca* ^ 

ment. 

• Low mileage bearings may have minute acraichas 
and pits on the rollers and the baaring cupa from 
the Initial preload. Do r)o( rapUoa a baaring for this 
reason. 

• Bearing cape for cracks or chipa. 
THRUST WASHERS, SHIMS AND ADJUSTER 
SLEEVES 

|g] mapact . 

• Shims and thrust washers for cracKs and chips 
Damaged shims shouW be mplaced with an equal- 
ty Sized service shim. 

• Adjuster sieeves for damaged thrsads. Reptace H 
required. 

SHIFT MECHANISM 

kiapact (Figures 1 artd 2) 

• Carrier connector (9) lor darr^acted aptinei and 
teeth. Replace as required. 

• Shift forH (17) for wear, scoring, and dan^e id 
thoist Surfaces. Replace K rteeded. 

• Sleeve (22) and inner output shaft (23) for dam- 
aged splines and teeth. Repiace H rveoessary. 

• Spnng (16) for brtakage. 

{ \ I Important 

• Lubricate all the seal ips. beanngs. Qeari. and 
bearing surfaces with axle kjbricanl prior to 
assembly. 



ASSEMBLY OF AXLE 



MFFEff^TlAL CASE ASSEMBLY 

Inatail or Conr^t (Figures 1, 2 ar>d It) 

Ibcl Required. 

J 33790 S<de Bearing Insuller 

1. Thoist washers (53) and a'de Qears (54) into the 
differential case (35). 

• tf the same gears and washers are being used, 
install them on the seme eide es they were 
narnovad from. 

Z Pmion gears (56). 

• Position or^e pimon gear (56) between the side 
gears and rotate the gears unti' the ^nion gear 
Is directly opposite the opening In the case 

• Place the other pmon gear (S6) betvween the 
Side gears, makjng sure the hole in both pnton 
gears bne up 

1 Thrust washers (55). 



• Route the pinion gears toward the opening iust 
enough to permit the sliding in of the thrust 
washers. 

4 Shaft (52) and bon (36). 

& Ring gear (37) onto the differtntat case (35) 

NOTICB: See Mor/c# on psff0 4C3-7 of thf 
Moction. 

6 BotlS (34} 
{\ I Important 

' Always insuil new bote Never reuse the old 

bdts. 

1^ Tighten 

• Bolts (34) alternating in prograssi-'^ Steps to 60 
Nm (60 ft lbs). 

7. S^de bearings (33). uair^ J 33790 (fipun 16). 
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1. S^ift 

3. 8«Ai 
<• S««r1no 
5. Tub« 
e- Bolt 

* "tliining Ring 

13. <ndJC4itor Switch 
H Sprtno 
15. SmJ 



H. Sprtng 

Shift ort, 

19 lockTal) 
5 ThrgitWt»h«r 



31. 
3Z 
33 
34 

35. 



« 

25. Plug 39. 

26. Wt»h«f 

27. «n 

2*. Bolt <2. 

» C*m«rc«»# 0#fi#ctOf 
30. Boarino ^i«ng# 
45. 



BMring ^ 



87. 

6a 



Mut 

Bushing 
V^ntHoM 
V«nt 

Fitting 
Bftatt 

P»^6i WM^•r 
B«<i»Qm 

Cover 

BoK 

Bhtit 

F^aee 



DMASSEMBLY 

(Rflur,,,h,ou8h ,3) 
■fools R»<^i,»d- 

I- (6). .hlft^^^"..'^*' """"C R.n»v.r 



WSASSEMBLYOFAXLE 



0 Hm*' (20)- 

(22) try) output than (23,. 




J»307 



J 2S360-2 



I and 
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7 IfMNCH RING GEAR 4C3-5 




Fl7d2 




FS7M 

^l0urt 10— Itomoving thi Pinion Nut 

• Mourn 1h* Itft CAm«r cM half m J 33837-1 
(figurt 11). 

Flange (44) and dtftecior (43) using J 33837-1 and 

J 33a37-3 (figum 11). 
23. Pinion (37). with tfAO$r (40). pinion beanng (39) 

and ahim (36) 
U Spaoar (40) from tha pmon. 

Baanng (39) from the ptnion Usa J 22912-01 and 

a praas (figura 12). 
a Shim (36). 

27. Baaring and cup (41) and aaal (42). uttng 
J 33637-1. J 33637-3. and J 33637'«. 




F4696 



Flgura 12— Aamoving tha Ptnlon iaarkig 

• Insart J 33e37-€ inio tha pnion bora. 

• Thraad tha forcing acraw (J 33637-3) into 
J 33637-6. 

• Turn tha forcing acraw to pull tha pans from tha 
casa. 

26. Innar baaring cup by pushing it uut using 
J 33837-1, J 33837-3. and J 33637-6 (figum 13). 




39 BaarmoCuD F17$4 
Figum 13 ^a m oving tha Inrwr Pk\\on Mating Cup 
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4C3-6 



4C3« 7 1/4*INCH RING GEAR 



Boh (36) and shift (52) from tht cfittartntiai cm 

(35). 

Oiffarvnttal pinion o«ars (56) and thrust washars 

(55). 

. &da o«ars (S4) and thrust washars (53). 

• Mary tha sida gaars and cast so thay can ba 

instattad in thair origiruii location. 
. Bons (34). 



33. Ring gaar (37). s 

• Do not pcy batwaan tha ring gaar and the 
Driva lha gaar off with a brass drtti and 
mar. 

34. Sida baarings (33). uaing J 22912^1 (31) ' 
14). 

36. Bushingt <a). Uaa J 33791 (igura IS). 



CLEANING AND INSPECTION 



CLEANING 

Do not aiaam daan drivt parti having ground and 
poiishad surlacas such as gaars. baanngs. and shafts. 
Thasa parts should bt cttanad in a su<tab<a sotvam. All 
pant should ba disassambted bafora ciaaning 

Parts Should ba thoroughly driad Immadiattly attar 
ciaaning Use soft, claan. bnttass rags. Parts may bt 
dnad with comprtsstd air. Do not allow tht baanngs to 
aptn while drying them with corrprasstd air. 

INSPECTION 

It is vary important to carafully and thoroughly 
Inaptct all drive unit parts before assembly- 
Thorough tnaptction of the drivt parts lor wear or 
stress and subaaqutnt leptaotmant of worn parts wilt 
ahmmate costly dnva component (tpair after faassem- 
Wy. 

AXUC HOUSING 
PI Inapact 

• Carrier bora for nicks or burrs that would prevent 
the outer diameter of the pin«on seal from sealing 
Remove any burrs that are found 

• Beanng cup Surfaces for mcks or burr;. Remove 
any burrs that are found. 

• Housing (or cracKs Replace the housing If any 
cracks are found 

• Housing lor foreign material Such as metal chips, 
din. or rust. Refsr to "Cleaning" in this section. 




OIFI^ENTIAL 
OS inapact 

• Pinion gaar shaft lor unusual wear 

• Pinion gear and a^da gear taeth f^ ^vaar 
acoring. spalkng. 

• Thnjst washers lor wear 

• The fit of the differential side gears in 
tiat case. 




INSTALLATION 

J-33791-3 
J-33701:2 




— — OiHeiemief SMe Bearmg 



PlQUf* U ^pie c tng tha Case I 




CAS AS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions 

Disassembly of axle. 

1. What is step #3 under inspection? 

2. For disassembly, which tool is J33837? 

3. What is the label for figure 5? 

4. In figure 7, what are parts 19 and 20? 

5. List the steps for step #27. 

6. List 3 steps for cleaning parts. 

7. Why is it necessary to inspect drive parts before assembly? 




CASAS Objective 4.43 - Recognize and use occupational signs, charts, forms, 

and written directions 



4B4-11 



10 1/2-INCH RING GEAR 4B4-11 



SPECIFICATiONS 

10 1/24NCH RING GEAR AXL£ (CORPORATE) 

'^•'•^ H m Ft. lU. 

Wng Gkar Bol» _ tSS 120 

Btaring C«p Botli 1$3 135 

M% Covtr Botli 27 20 

AcJMdng Nut Lock Bottt - ZIZZZZIZ^ZZl 90 22 

' tpMT and thim teM g^g 

Wnton BMrtng $himt ^ 0.006 lf>ch 

0.007mich 
O.OOe^nch 

( 0.00»4nch 
O.OiO-lnch 
O.OiUnch 
O.Oia^ncfi 
0.0l34f>ch 
0.0l4-*ncti 

O.Ote^nch 
0.0l7.4oeh 
0.0lt<4nch 

0.02(Hnch 
0.021^^>c^ 
0.022-»nch 
0.023-lncfi 
0.0244nch 

*^c«nt fOWWOL-S 

T2511 



1. 



SPECIAL TOOLS 



J 1614-01 




J22BU 



6. 



Pinion Fltnga R#rnov«r 

Sida 8«ar)no Ramovar 

Raar Pinion Btartng Cup Inataliar 

Driv«r Handia 

Raar Pinion ftaarlng Cona Insfaitar 

Sidt iaaring Adjuatmant Spannar 

Raar Pinion B«arlr>g Cortt Rtmovar 

PiniOA Pilot taarino lnatailar(Not iHuatraiad) 





JS092 



J 244^3 



J 24429 



J 22912-01 



F4«62 



ERLC 



National Workplace Literacy Program 

bo 




CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, fonns, 

and written directions 



Answer the following questions. 

1. What is part J 8092? 

2. What does Ft. Lbs. stand for? 

3. What is part 8? 

4. What is tool number J 24429? 

5. When you use any of these tools, what are you repairing or replacing? 



ERIC 
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CASAS Objective 6,5,2 - Recognize or evaluate simple geometric formulas 
CASAS Objective 6.62 - Recognize, use, and measure linear dimensions, 

geometric shapes, or angles 



SHEET METAL IV 



REVIEW ITEMS - Plane Figures 

Match the lettered Hems In Column II with the numbered Items In Column 1. 
Place the letter indicating your choice in Column 1 in the blaxik opposite the 
correspondmg number. 



Column I 



A 

- n 



Square 



S. 



6. 



7. 



Column II 

a. Three sides of unequal length 

b. Four sides of equal length 

c. Contains two 45* angles 



Isosc eles 

Right Triangle ^' Each Included angle contains 72* 

e. Eight tides of equal length 

f. Two Sides of equal length 

g. Each included angle contains 40^ 

h. Contains three 60* angles 
I. Contains 360" 
j. Contains three 45* angles 
k. Opposite sides are parallel 



Equilateral 
juigle 



Circle 



Rhombus 



O 



Rectangle 



Scalene 
Triangle 



1. Each side equal to radius of 
circumscribing circle 

m. Contains four 90* angles 

n. Contains 180* 



Parallelogram 



Hexagon 



Pentagon 



b2 
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CINTAS 



Sit£: 



Cafeteria of Cintas Uniform Company 
Landover, MD. 



Instructon 



Susan Dolan 



Time: 



Volunteer 

November 11, 1991 - January 28, 1992 
Monday andTuesday 



3:30-5:30 PM 



Student: 



Newly immigrated Asians whose workplace tasks were involved with the 
sorting, cleaning, pressing and mending of uniforms. 



Instructor Summary: 

Cintas Corporation is a uniform cleaning company in Landover, Maryland. There is a large 
immigrant population that performs entry level operational duties: cleaning, tagging, and 
folding of clothes. 

Classes, totalling 40 hours - 10 weeks, were held from November, 1991 to February, 1992. 

The students were from Vietnam with the exception of one man from Ethiopia. Most of them 
were at beginning level English, having been in the country an average of five months. The 
Vietnamese students were mothers of Amerasians with little education. 

They were a wonderful group of employees, hard working and attentive. The major difficulty 
at times was the lack of a classroom. The result was that the class was often held in the company 
cafeteria which had no blackboard. People kept coming in and out, using vending machines. 
The teacher had to compete with constant public address system announcements. 

Lessons were geared to beginning level English proficiency. Vocabulary (5-10 words a day), 
forming questions and answers based on personal information, and simple discussions 
modeled and repeated on Cintas, its operations and employee specific duties were the basis of 
instruction. 

Besides day to day English, students practiced calling in sick and communicating with co- 
workers and superiors. This was the underpinning of the course - Better Communication. This 
was practiced a great deal. By the end of the course, the persoimel director and the supervisors 
reported improved communication. 





"ERLC 



; 
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We discussed uniform dress, the meaning of the company newsletters, and company rules to 
be followed (no eating or drinking in the plant, smoking only in the lunchroom). 

It must be reiterated that these were be ginning English students. Gains were there, but they 
came slowly. We occasionally used a text called Expressways. Each class the teacher placed 
a simple paragraph on the board to be copied. The paragraph referred to work at Cintas and 
activities from daily life. One paragraph was how to write a letter to their children's teachers. 
This was a great lesson. The students learned punctuation, capitalization, indentation, and 
vocabulary. When they were finished each student read the paragraph. The teacher then asked 
simple questions based on the paragraph. Each student kept a log of all4he paragraphs which 
were read and reread. 

To sununarize, the course was divided between work-place communication and performance 
and basic English skill building - oral and written. 

The students asked the teacher if she was coming back, and a new course was arranged, but 
company layoffs prevented resumption of the class. 

Certificates and personal letters of commendation from the teacher were awarded at a 
"graduation part/'. 
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CASAS Objective 0.1.4 - Identify or use a variety of affective language 

functions (e.g. apologize, congratulate, complain, 
disagree, express pleasure, sympathy, 
disappointment and regret) 

HELLO 



Hello 



Carios 




A. Hello. My name is Carlos. 

B. Hi. I'm Kim. Nice to meet you. 
A. Nice meeting you, too. 




Bob 

Wilson 




Richord 
Srrnon 



Steoe 
Smith 




Now present your own 
conversations 
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CAS AS Objective 0.1.3 - Identify or use appropriate language in general 

conversation 

INTRODUCE 



Fd Like to Introduce 




A. Hi! How are you? 

B. Fine. And you? 

A. Fine, thanks. I'd like to introduce you 
to my husband, Michael. 

B. Nice to meet you. 



I 




1. TTiy wife. Barbara 



2. my father, Mr. Peterson 



3. my mother, Mrs Chen 




4. my brother, George 



5. my sister, Irene 



Now present your own 
conversations 
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CASAS Objective 4.2.4 - Interpret employee handbooks 

Be on time! 

7:00 -production 

8:00 - stockroom 
Be in uniform 

If you are sick, call your supervisor - 927-2424 
Punch your own time dock. 
Employee must meet standards. 
Wear uniform properly. 

Keep lunchroom, washroom, and work area clean. 

Do not eat or drink in plant. 

Smoke in lunchroom or outside only. 

Personal phone calls during break only, except in an emergency. 
No personal visitors. 



ON-THE-JOB POLICIES: 
PRODUCTION AND STOCKROOM DEPARTMENTS 



1. starting Time: Production 7:00 AM, Stockroom 8:00 AM. You must be in uniform and 
at your johby this time. If you are late 3 times in month or 5 times in 3 months you will 
be put on "final notice." 

2. Attendance: If you are unable to report, you or someone you can trust should call your 
Supervisor prior to the start of your scheduled shift. The reason and probable length of 
the absence must be given. Verification may be required. Frequent absences cannot to 
tolerated, and an employee with continuing absenteeism will be terminated. 

3. Time Qock: Each person is responsible for punching their own card - no exceptions ! 

4. Standards: Most jobs have minimum acceptable quantity and qucdity requirements 
called "standards." New employees will have 30 days to achieve the standards for their 
job. If standards are not met the employee may be assigned to another job if one is 
available that they might be qualified for - otherwise they will be released. 

5. Uniforms must be worn properly at all times on the job: clean, neat, buttoned, tucked in, 
etc. Spare uniforms and/or personal garments must be kept in your locker. 

6. Housekeeping: Please assist by keeping the lunchroom, washroom, and your work area 
clean and picked up throughout the day. 

7. Eating and Drinking is not allowed in the plant. 

8. Smoking is allowed in the lunchroom or outside during breaks only. 

9. Personal phone calls must be made during breaks from the employee phones only, 
except in the case of an emergency. 

10. Personal visitors are discouraged. If a visit is essential, the visitor must check in with the 
office receptionist and remain in the lobby. Your Supervisor may direct you to meet with 
them there. No unauthorized people are allowed in the plant or office. 




CASAS Objective 2,3,1 - Interpret clock time, 

WRITE THE TIME 
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PRODUCTION DEPT. GUIDELINES 



1. Safety Precaution # 1: Smoking is not allowed in the plant production areas. 
Smoking is only allowed in the lunchroom and restrooms during'breaks. 

2. Safety Precaution # 2: Visitors are not allowed in plant production work areas. They 
must remain in the lunchroom or outside. 

3. Be on time to work. If you know you are going to be absent or late, notify a 
Supervisor as soon as possible at 927-2424, 

4. Cintas will provide you with xmiforms. Please be sure to wear them while at work. 
Do not alter your uniforms. Sizes changes are available. 

5. Personal telephone calls should be brief and be made during your breaks only. 
Please advise your family and friends that they should call you only in the case of an 
emergency. 

6. Eating at work stations is strictly prohibited. You may eat in the lunchroom or 
outside the building during breaks. 

7. Personal business should be conducted on your own time. Your Supervisor should 
be notified of any event causing you to leave work. When leaving work, please be 
sure you punch your time card. Missed work time can be made up only with your 
supervisor's approval. 
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CASAS Objective 2.3.2 - Identify the months of the year and the days of the 

week. 

AUXILIARY PLANT CLEANINGS 

Eugene Washington 



Tiw€ 

7:00 AM 
8:00 AM 



Item 



9:15 AM 
9:30 AM 
12:00 Noon 
12:30 PH 

1:30 PM 
2:00 PM 
3:15 PM 



Report to Wash Al ley 



Monday 

Tuesday 

Wednesday 

Thursday 
Friday 

Break 



Remove and replace rugs from stockroom. 
Sweep and dust-mop stockroom. 

Remove and replace rugs from §2 side sorts. 
Sweep and dust-mop stockroom. 

Remove and replace rugs from hanging area, 
route sort area, and both repair stations. 
Sweep and dust-mop stockroom. 

Remove and replace rugs from #1 side sorts. 
Sweep and dust-mop stockroom. 

Remove and replace rugs from office and 
lunchroom hallway. Sweep and dust-mop 
stockroom. 



Return to Wash Alley 
Lunch 

Clean entire lunch room. {Wipe down tables and chairs, 
sweep and mop floors, throw out garbage, wipe down all 
counters, vending machines, refrigerator, sink, etc.} 

Clean supply room or special project 
Return to Wash Alley 
Go Home 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, 

and written directions. 



HOUSEKEEPING DAILY CHECKLIST 



PLANT CUSTODIAN - NATE CHAPMAN 
HOUSEKEEPING DAILY CHECKLIST 



TIME ITEM 

7:00 AM Remove garbage from plant and place into disposal container 

9:00 AM Dust-mop loading area 

9:15 AM BreaK 

9:30 AM Clean outside front 

10:30 AM Dust-vop entire plant 

11:30 Sand designated floor areas 

12:00'Noon Clean both plant bathrooms 

12:30 PM Sweep and mop lunchroom hallway 

:00 PM Lunch 

:30 PM Clean outside loading lot 



15 PM Remove garbage from plant and place into disposal 

container 



3:15 PM 6o home 
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CAS AS Objective4.4,l - Identify appropriate behavior^ attitudes, and social 

interaction for keeping a job and getting a promotion 



REPORTING A ABSENCE 



I THINK I HAVE THE FLU 



Look and Listen 




Mr. Carter: Hello. Central Plalinp This is Mr. Carter speaking. 
Juan: This is Juan Torres Tm sorry. I can't come to work today. 
Mr. Carter: Oh^ What's the matter? 

Juan: 1 have a fever and a bad headache. I think I have the flu. 
Mr. Carter: That's too bad Get some rest. I hope you feci better. 
Juan: Thank you 
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Check Your Understanding 
Circle the correct answer. 

1. Who is talking to Juan on the phone? 
a coworker ' his boss 

2. Where does Juan work? 

in a hospital at Central Plating 

3. What's the matter with Juan? (You may choose more than one word ) 
cough backache earache headache stomachache fever 

4. What does Juan's boss tell him to do? 
get some rest go to a doctor 

5. Is Juan going to work today? 
yes no 

Practice 

W'rite the words below in the blanks. 



work 


call 


speak 


sick 



Juan: Hello. May I to Mr. Carter? 

Mr. Carter; This is Mr. Carter. 

Juan: This is Juan Tbrres. I'm t .ur.u . * 

today. ^ ""^"^ ^ ^^"'^ ^ 

Mr. Carter: Thanks for calling. Please * -t 

you're still sick. tomorrow if 

Juan: OK. I will. 




I M GOING TO BE LATE 



Looh and Listen 




Bob: Central Plating. This is Bob 
speaking. 

Juan: This is Juan Torres. May I 
speak to Mr. Carter? 

Bob: Tm sorry, Juan, He isn't here 
right now. 

Juan: Could I leave a message, 
please? Tell him Tm going to be 
late to work today because my 
daughter broke her arm. 

Bob: I'm sorry to hear that. Could 
you spell your last name, please? 

Juan: T-o-r-r-e-s. 

Bob: OK. I've got it. Til give him 
the message. 
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Practice 

Match the pictures with the correct words 

d. 




1. She has a fever. 

2. He has a backache. 

3. He has a stomachache. 






















/ / m — 




4. He has an earache. 

5. He's leaving a message. 

6. She's calling in sick. 
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VOCABULARY 




Match each phrase to the correct picture. 

My car broke down. 

I have to go to a funeral. 

I have to go to court. 

^ 1 have to go to the airport. 

I have a doctor's appointment. 

Tm fiick. 
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TALKING TOGETHER 



Make a conversation reporting a need to leave work early. Use the 
Questions and sentences below or make up your own. Then practice 
with a partner. 



Juan 

No, I couldn't. But I can come in 
early tomorrow morning. 

I have a doctor's appointment 
tomorrow at 3 P.M. I have to leave 
early. 

Thank you, Mr. Carter. 



Mr. Carter 

Yes, Juan. What is it? 

OK. That would be fine. 



Oh? You couldn't get an 
appointment on your day off? 



Juan: Mr. Carter, mo-vj T 6 peak +o \^oo 

Mr. Carter: 

Juan: 



Mr. Carter: 
Juan: 



Mr. Carter: 
Juan: 
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WORDS FOR WORK 



Part 1 , 

Which word does not belong? Cross out the word. 
!♦ headache earache backache message 

2. speak stomachache rest come 

3. spell leave call earache 

4. stomachache flu headache backache 

5. come break coworker get 



Part 2 

Write each word below in the correct list. 



coworker 


earache 


come 


flu 


speak 


boss 


get 


stomachache 


spell 


headache 


break 


leave 



Action Words 



Illnesses 



People 




SPEAKING PRACTICE 



Complete the conversations. Then practice in pairs. Use your real 
names. Give a variety of reasons for being absent or late. 

1. Worker: This is I'm sorry. I can't come to 

work today. 

Boss: Oh? What's ? 

Worker: I have 



Boss: That's I hope you 

Worker: Thanks. 

2. Worker: This is I'm going to be late to work 

today. 

Boss: Oh? What's ? 

W'orker: I have 



Boss: That's OK. Thanks for calling. 

3. Worker: This is May I speak to ? 

Cov^orker: I'm He or She isn't right now. 

Worker: Could I leave a , please? Tell him or 

her I come to work today because 

Coworker: Could you spell your last , please? 

W'orker: 

Coworker: OK. I've it. I'll give him or her the message. 
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SPEAKING PRACTICE 



Part 1 ■ 

Read or listen to each reason. Write A if it is a reason for absence 
from work. Write L if it is a reason for being late. Explain your 



answers. 


1. 


My car won't start. 


2. 


I have the flu. 


3. 


I have to take my son to the dentist. 


4. 


My daughter cut her head. I have to take her to the doctor. 


5. 


My mother passed away. 


6. 


A burglar broke into my house. 


7. 


My sink is leaking. A plumber is coming. 


8. 


I have to go to court. 


Part 2 





Complete the statement below with a reason for being late or absent. 
Then give a time or date you^ll be in to work. Practice with a 
partner. 

Example: Til be late to work today because my car won't start . Til be in at 
11:00 . 

OR 

I can't come to work today because my grandmother passed 
away . I'll be in on Thursday . 

Worker: Til be late. 

I can't come to work today because , 
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STRUCTURE WORK 



Part 1 

Choose the correct word to complete each sentence. 



has is have am 



Example: He ^ClS a headache. 

1. 1 a temperature and a bad headache. 

2. This Juan Torres. 

3. He to go to the dentist. 

4. 1 in bed resting. 

5. He a backache. 

6. She calling in sick. 

7. I think I the flu. 

8. He leaving a message. 

9. She taking her son to the doctor. 

10. She an earache. 

Part 2 



Work with a partner. Ask your partner to leave a message for your 
boss saying that you won't be in to work. Give the reason. Say wh< 
you'll come back to work. 



Message 

To: 



From: 

A.M. 

Date: Time: P.M. 
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PROBLEM SOLVING 



Ahead or Same Day? 

Some reasons for being late or absent can be reported ahead of time. 
Some must be reported the same day. Check ahead or same day next 
to each reason below. 





Ahead 


Same day 






1 

\ 


see her. 






3. My car broke down. 






4. My daughter has the measles. 






5. My alarm didn't go off. 






6. I have to take my daughter to the eye doctor on 
Monday. 






7. I have a fever and a sore throat. 






8. I have to leave early to pick up my car at the shop. 






9. My brother is arriving from Mexico. 






10. Vm moving to a new apartment. 
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GRACE CULINARY SYSTEMS 



Site: Conference room located in the Grace Culinary Systems Facility in Laurel, 

MD. 

Instructon Dona Pao 



Time: "^^ Volunteer 

Class 1 - September 30, 1991 - December 26, 1991 
Monday and Wednesday 
, 3:00 -4:00 PM 



Class 2 - September 30, 1991 - December 26, 1991 
Monday and Wednesday 
4:00 - 5:00 PM 



Class 3 - September 30, 1991 - December 26, 1991 
Tuesday and Thursday 
3:00 - 4:00 PM 



Class 4 - September 30, 1991 - December 26, 1991 
Tuesday and Thursday 
4:00-5:00 PM 



Class 5 - October 1, 1991 - December 26, 1991 
Tuesday and Thursday 
6:30 - 7:30 AM 



Student: 



Newly immigrated Hispanics whose work tasks included loading and 
unloading food from trucks, cleaning and processing produce, following 
recipes, cooking, packaging, and quick freezing food. 



Instructor Summary: 

Grace Culinary Systems is a food service company, located in Laurel, Maryland. This 
company prepares menu items for distribution to restaurants, airlines, and other food-ser\dng 
locations. The majority of the employees are Hispanic immigrants, and, therefore, a 
communication problem was evident between English-speaking, and Spanish-speaking 
employees. The employees needed to have at least a minimal working knowledge of English 
to follow safety regulations throughout the plaat, and to be able to precisely follow food- 
preparation and sanitation instructions. Management was enthusiastic about the idea of 
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having English classes at the plant, and this enthusiasm was conveyed to the employees. When 
registration took place, 62 students enrolled. These students were placed in five different 
classes held twice a week. A difficulty arose when students with different skill levels had to 
be placed in the same classes because of their work shifts. They w^e not given work release 
time. Classes were held in the conference room and sometimes in the cafeteria when the 
conference room was in use. Attendance declined rather quickly and nothing was done by the 
company to identify and resolve the problem of lagging attendance. After the first month, 
attendance had dropped to a steady eight dedicated students. The initial five classes were 
merged into two. Unfortunately, lack of management support and dedication became a prime 
factor in deciding to terminate the program. The following paragraphs are the teacher's 
comments regarding the students, the management, and the program itself. 

THE ESL STUDENTS 

The students worked at the plant cleaning vegetables, making soups, baking breads and cakes, 
packaging food, cleaning facilities, and performing other jobs related to food preparation and 
packaging. 

All of the students were from Latin America - the majority from El Salvador and Mexico, with 
a few from Honduras and South America. They were mostly young men who had come to the 
United States looking for work to send money home to their families. A large portion of them, 
as is true for many Hispanic immigrants, had very little formal education. The average 
educational level seemed to be equivalent to middle school or beginning high school. This 
posed a difficult issue in how to teach them English when many didn't have the knowledge or 
skills in Spanish. At times it was necessary to briefly teach in their native language in order 
for them to grasp a concept in English. These circumstances made it necessary to teach partly 
in Spanish for understanding to be achieved. It was soon evident that many of the students 
dropped class because they were embarrassed by their illiteracy in front of the other students. 
These students had come from agriculturally-based homes where schooling was not a priority. 
Some students didn't see English as a need since they had worked and lived in this country 
without having been forced to use it. Those students that did commit their time to the classes 
were very enthusiastic and ready to learn. Two books were selected as the main source of 
mstruction, Expressways and Workingin Eng/fsft,butas with anysource, they werenotsufficient 
alone. Therefore, supporting materials were selected from other sources. It was especially 
difficult since some students had a working knowledge of English and could have been placed 
in an intermediate or advanced-intermediate level. But due to shifts at the company, they were 
mixed in with a class of beginners. Therefore, many other materials needed to be selected from 
more advanced texts to challenge them. 

Unfortunately, because of the drop in class attendance, classes were ended after only three 
months. The students who consistently attended class and had a great desire to learn English 
were referred to existing ABE classes. 




THE MA NA GEMEN T 



For the first two or three classes, the management (mainly the vice-president and two 
managers) took an interest in the classes and were happy to see that so many of the employees 
had registered for the English classes. However, once the classes were in effect, management 
as a whole withdrew its support and relied upon the teacher and a Hispanic manager to deal 
with problems and concerns. There appeared to be very little interest in the success of the 
program, which was quickly noted by the employees. They were able to sense that there was 
a lack of commitment from their supervisors and managers, and tlie employees followed the 
lead in the attitude that the classes weren't very important. However, this should not discredit 
two of the managers (one Caucasian and one Hispanic) who encouraged and assisted those 
students under their supen: ision. Two Hispanic managers made it possible for communication 
between management and subordinates, but it was very inconvenient since they needed to be 
tracked down in certain situations to act as translators. It is truly believed that if management 
had taken more of an interest in the classes and placed greater importance on them, that the 
program would have been more successful. 

THE PROGRAM 

The course design /curriculum was left to the discretion of the teacher. At first she began 
teaching introductions and greetings to initiate basic conversation; later adding supporting 
material such as likes and dislikes, family members, the verbs "to be", etc. From there, she went 
to workplace vocabulary such as fruits and vegetables, meats, and other products used in the 
plant. Workplace documents were also used such as recipes and quality control sheets to relate 
English to the students' work. For those students who were more advanced, she moved on to 
the past tense, utilizing both regular and irregular past tense forms. Other topics of lessor 
emphasis were also addressed such as weather, the date, months of the year, days of the week, 
colors, etc. 
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CASAS Objective 03.0 



Identify the correct picture or appropriate response 
from oral cues 



1 quart uucepsn 



rolling pin 



l^ttto masher 




COffMpOt 



Clock 







wire f trainer 



pariDg knife 



slicing knife 



Can opener 



double boiler 



ton£-handled spoon 




long-handled fork 



oieasuring spoons 




egg beater 
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CASAS Objective 0.3.0 - Identify the correct picture or appropriate response 

from oral cues 




bftkiog 



frying 



pte pan 



casserole 



c 

mixing bo^ls 






cftkc pans 



muffiD pan 



cookie sheet 




routiDg pu) 



large frying pas 



small fr^iag pan 
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CASAS Objective 0.3.0 - Identify the correct picture or appropriate response 

from oral cues 
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CASAS Objective 0.3.0 - Identify the correct picture or appropriate response 

from oral cues 




Cube 
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CAS AS Objective 0*3*0 - Identify the correct picture or appropriate response 

from oral cues 
CASAS Objective 1.1.5 - Interpret temperatures 



burner knob 



oven koob 





Put an X in front of the right answer. Use the chart below for oven temperatures. 



I . Your recipe says to use a very slow 
oven. Set the temperature between 

450** and 500'* 

350^* and ^15" 

250** and 275'* 



2. To boil water in a hurry, set the 
burner knob at 



High 

Medium 

Low 



3. Your recipe says to use a moderate 
oven. Set the temperature between 

250'* and 275'* 

350** and 375'* 

450'* and 500'* 



OVEN TEMPERATURES 

Vers Slov. Oven 25C° to 275' 
SI..VK Ov».n 3(X)^ to 
Mudcr.iu Oven 35u in 37> 
Hoi Oven 400* lo 425" 

Vcrv Hoi 0\en 450** lo 5U'J 



4. To keep cooked food warm, set the 
burner kjiob at 



High 

Medium 

Low 



5. To melt butter without burning it, set 
the burner knob at 



High 

Medium 

Low 



11 
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CASAS Objective 0.3.0 - Identify the correct pictur^^ or appropriate response 

from oral cues 

CASAS Objective 8.1.3 - Recognize and/or demonstrate dining skills and 

manners 

TABLE SETTINGS 




Butter knife and butter plate: The butter 
plate belongs at the tip of the fork. Put 
the butter knife on the butter plate. 




Soup bowl and spoon: Put the soup bowl 
on the plate. Put the soup spoon on the 
far right. 




Juice glass: When you serve juice, place 
the juice glass to the right of the water 
glass. 




Salad plate and fork: The salad plate goes 
on the far left. Put the salad fork between 
the salad plate and the dinner fork. If there 
is no room for *he napkin, put it on the plate. 




Cup and saucer: Put the coffee (or tea) 
cup on the far right. The handle of the 
cup points to the right. 
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CAS AS Objective 0.3.0 - Identify the correct picture or appropriate response 

from oral cues 

CASAS Objective 8,13 - Recognize and/or demonstrate dining skills and 

manners 

TABLE SETTINGS 2 




There arc 14 eating utensils in this picture. Write the name of each utensil beside 
its number below. 



1. 



8. 



2. 



3. 



10. 



11. 



5. 



12. 



6. 
7. 



13. 
-44^ 
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CASAS Objective 0,3,0 - Identify the correct picture or appropriate response 

from oral cues 
CASAS Objective 6.6.4 « Use measurement instrimients 



MEASURING SPOONS 



4 of these make 1 teaspoon 



2 of these make 1 teaspoon 



3 of these make 1 tablespoon 



4 of these make V4 cup 
8 of these make V2 cup 




heaping 
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CASAS Objective 0.3.0 - Identify the correct picture or appropriate response 

from oral cues 

CASAS Objective 1.1.7 - Interpret product container weight^nd volume 



SCALE 







4 sticks make 
J pound 



J stick makes 
8 tablespoons 



I stick makes 
Vi cup 



2 sticks make 
! cup 



You don't need a measuring cup lo measure builer or marga- 
rine. You can measure ii by the siick. There are 8 tablespoons 
in each stick of butter. Eight tablespoons make cup If you 
need cup of butter, use one stick. If you need '/< cup of 
butter, cut the sticV in two. 




7 cups make 1 pint 4 cups make I quart 
2 pints make 1 quart 



Many recipes use abbreviations to save room. An abbreviation 
is a short wa) of naming something. You should know these 
abbreviations. 



4 quarts make J galhn 
8 pints make J gallon 
It cups make 1 gallon 



teaspoon t. or tsp. 

tablespoon T. or tbsp. 

cup c. 

ounce oz. 



pound lb. 

pint pt. 

quart qt 

gallon ga!. 



Sometimes a recipe calls for "a pinch" or *'a dash" of some ingre- 
dient Use o tiny In tie bit. 
A dash IS less than '/i teaspoon 

A pinch IS cs much as you can hold between fingertip and thumb 

ME^SUHrsG INGREDIENTS 27 
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CASAS Objective 4.43 - Recognize and use occupational signs, charts, 

forms, and written directions 



RECIPE 



••c^Ksrt u t«r«cipe«for «fttAMl cookim. Ike it to lemm about 
oookicg tanni. Think about the utcnsilf you would need to 
^$kt cooldM. Hpw would .ypu follow this.redpc?^ 

OATMEAL COOKIES 

t eup Sour I cup oaimeal. uncooked 

t iMcptton btikiji^ pow>der V6 eup v^geuble oil 

H U&spooo tall 2 tftbletpooAs milk 

h leupooo cnniioc ^ J eg^ 

H iMLspeoc ttutaeg V6 eup chopped outs 

I cup browo ftu^ W cup rajuins 

• 1. Sei ON#D ti 315*. 
2 Ccsbise tour, Wldflj pow<i«r, ult, cumtmon, and nutmeg 
ic I WwL 

3. Add the brovn tugu tad ctUsetJ. Mix everythiog together. 

4. Add the vtgoukle oU, ailk. ted tgg Mix well. 

5. Stir ie &uM asd raituu. 
4. Graace a omJuc abccL 

7. Drop tcaipoQM of (be dough oa the cookie &heet. Each teaspiion 
of dough (hould be about two inches from the oext one. 
Hace in the even. Bale at 375* for 10 minuus. ' 
Makes three dozen cookies 



1. Find four cookiiig tenm in the recipe for oalmcaJ cookies. Write the tcnns 
in the blanks pn the left On the right, tell what the terms mean. 
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2. What ingredients do you need to make oatmeal cookies? Write them in the 
blanks. 



3. What utensils do you need to make oatmeal cookies? Write them in the blanks. 



4. How many cookies does this recipe make? — — — 

5. How hot should the oven be? 

6. How much milk do you use in this recipe? 

7. Do you cook the oatmeal before you put it in the cookies? 

8. What kind of sugar do you use in these cookies? — 

9. How much nutmeg do you use in these cookies? — 

10. How long do you bake the cookies? ^ : — 

Here are three measuring cups. One is for flour. One it for vegeUble oil, and 
one is for chopped nuts. Use these pictures to show how much of each ingredient 
is used in oatmeal cookies. Draw a line through each cup at the right mark. Then 
color the cup below the line you have made. 
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CASAS Objective 4.43 • Recognize and use occupational signs, charts, 

forms, and written directions 



INVENTORY 



• NAME OF PRODUCT: INTERNAL TEMPERATURE: 

DA^E OF PRODUCTION: TIME: 

CODE DATE: INITIAL: 



WEIGHT PER PACKAGE (LBS,) 



SAMPLE NO. 


1 


2 


3 


4 


5 


1 












2 












3 












4 












5 












6 












7 












8 













TOTAL YIELD: Please weigh 5 of every 20 packages. 



NAJ-1E OF PRODUCT: INTERNAL TLMPEKATURE: 

DATE OF PRODUCTION: TIME: 

CODE DATE: INITIAL: 



WEIGHT PER PACKAGE (LBS.) 



SAMPLE NO. 


1 


2 


3 


4 


5 


1 












2 












3 












4 












5 












6 












7 












6 













TOTAL YIELD: Please wetyh 5 of every 20 packages. 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, 

f onns, and written directions 

WEIGHT CONTROL CHART 



^•tt: Vt(9h (5) for tvtry (20) k«8W P"P •"^ tnttr the •tlfhl la fvndt for t«ck uapit tUrtUg 'ro» 5tft to right. 



PtODUCT MAKE: 






EQPT CAL: 


pftDDUCT MAME: 








EQPT CAL: 


KETTLE 


MO. : 


. STICK YIELD: 




ACTUAL YIELD 


KETTLE HD.: 


STICK YIELD 




ACTUAL YIELD 


CODE DATE: 


fUHP TEMP 




CHILL TEMP. 


CDDE DATE 






PUMP 


TEMP 




CHILL TEMP 


SAMPLE 


1 2 


3 


4 


S 


lEMAKKS 


SAMPLE 


1 


2 


3 


4 


5 


KEMAKKS 




UEICHT 






























VEUHT 






























UEICHT 







1 
























vricHT 














T 
















CMT 














1 

















PIDDUCT MAME: 
KETTLE MD.: 



EQPT CAL: 



STICK YIELD: 



ACTUAL YIELO 



PKDOUCT HAKE: 
KETTLE MD.: 



EQPT CAL: 



STICK YIELD 



ACTUAL YIELO 



CODE DATE: PUMP TEMP CHILL TEMP. CODE DATE: PUMP TEMP 
c.«.,r 1 » n * ? lEMARKS SAMPLE 12 3 4 


CHILL TEMP 
i KEMARKS 




VEICHT 






























VEUHT 






























UEICHT 






























UEICHT 






























UEICHT 
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, 

forms, and written directions 



WORK ORDER 



r /r^E : 1 



FACILITY : 
rRODUCT J 
KODEL no: 



GRACE CULINARY SVSlErS 
1 2 RACE CULINARY SYSTEMS 



OCCI 3500 

SOUP^ VEGETABLE VECETAELE 
0CC1 3500 

SOL^^ VEGETABLE VECETAcLE 



WORK O'r OER 
JOc ■ KU^PER 
taO OkTE 
DATE 
SHIFT 
SEQUENCE 

DEP ARTFEM: 
i>ECTlON : 



^^507 

1C/25/ 

1C/2^/ 

1 

1 

C1C0 



COMMENTS : 
oATCh Gi'^t; 



l.uOCC 

IhG;^ EOl £NT 



YLC 



7C.0C CTY ot::: lO.C'^n CAi. 

SHIFT E>TtK:EO iLANTITY 



IDE ^ 



11030011 WATiR 

1230u7G5 BASE, CnlCKEN/ NO f'SG ^lU 

0060001 OMvN/ ^/c" DICED 

>0060C21 CELc^Y/ 1/2'* DICED 

L101330C GaR^IC/ ChCPPeD/F'IKCEC 

01007002 '^C^^T'CCS/ 7<»/A0, FILLLTS 

L<^00o7l3 :hLCE/ TAEAjCO/ KACILhEi^E 

C400ocu9 SAUCE/ wORC £S TERSnl RE/ L% 

C700:)8J5 S aLT , T a5lE 

C2jU1U2 ^Ik:/ LEMCK ^5 

11C013 05 CCNC EiaRATE/ LEKON CVITA* 



7.00 C^NS 



r>i .fi 

U.41 

3^.35 

C .£1 

^.f 1 
^ .^A 
1 .20 
C.C7 



L = 

Lr 

Li^ 

Lc 

LE 

L z' 

Ll 

Lc 

Lt ' 

LcJ 

Lc 



30o6L2^0 2jC:h1M/ 1/2" DICED 
j0j6u1o1 YlL.C*. SQuASH, 1 /k " DICED 



^8.73 
^*».75» 



Lr* 

LE' 



1108UC11 
0401 7 SuO 



ST Cr, NAT;^ 1 50 



l.OC c^lL 



r .1 c 
^.2S 



Lr^ 
LE! 



w1 jOu3 IC 
01010^^05 
l1 00:^^23 



S L^i. LIONS, IGF, 1/ Z" 2 
SrI\ACH/ CHOPPED/ I^iF 
PARS LtY /CCAf<SE,cHCPPEC / 1- 



3.5C Lr: 
^ .2; LE'^ 
1.2C LiS 
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CASAS Objective 4.4.3 - Recognize and use occupational signs^ charts, 

forms, and written directions 



WORK ORDER 



2 



G»ACt CULIHAJIY STSTrfS 



fAClLlTv: 1 C»c?aC£ CulIKAaY SYSTEMS 

PRODUCT : OOCl 2500 

SOL»/ VEGETAdLE VEuETAcLc 
MODEL NO: OuCl 350U 

dOLP# VEGcTAbLE VEGETAclE 

COriREMTS: 

ftOuTiNG: OOtIi 500-70 

PRlP TlKc: 

COOK TXKc: 

PACK t CHILL: 



EQLIPKEM : 
PACKAGiKa: 



BO GALLON KtTTLfc 
LPtRATIOK D£5 CftlPTiCh 



wA akorov*l: 



^ORK O^DE» 

><0 DATE 
DATE »c3 
SMUT 

SECUiNC c 

DEPARTMENT: 
SECTIOK : 



4i5 J7 

1 

1 

CICu 
1C4 



WC'KCz^TFJi 



COlO 



ST£ P CnE 1 
1) PLACE ^ATER (1ST)/ CHlCiC=K cA5 = / CMOK?/' 
CEuEfiY/ GARLIC/ 7i/UQ*%, Ta£>SCO S».UCEy 
.»Ci^C tSTERSHlRE SAUCE/ S*lT/ l^KOh ^ D 4n C Lt^OK 
CCNCtKTRATE INTO KETTLE. hS^T TC u^Q^iil f. 



CO^JO 



STtP TwO 

2) ADD ZUCCHIKI AK D YElUW S>UASh TC •'iTTLz. 
hE^T To 155 DEGREES f ANL CCC«: FCR 5 ^.NcTcS. 



COiO ST; P TtiUEE 1 

i) IN A STAIMLESS tO»L PL6ND 'JATER (cN^) AnD 
STARCH TOGETHER USINc A %l kz Wnlr. LSINi A fl\c 
Ch::^A CAP/ GRADUALLY A^O SuUfr^Y IC >^cTTLfc. HFaT 
TC no DEGREES F AND CO^ip. F ?R 5 rI.\Ulci. 



COaO 



STEP FOUR 

4) ADD StALLlONS/ SPINACH 
hEaT TC 1£i DEGREES f . 



P *RSL = 



10 »fdTlL: 



C050 



ST£P FIVE 

5) CHEC^ YIELD WITH sTlCK a\C A'JjLiT T 71 
G*lLCNS if low. take POnTlON TO L^5 f^R 
vI^tCSlTY AND COLCR CHECK. l*STc TC Cn=CK 
AKv) TEaTlRe. . 



FL * VOR 
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CASAS Objective 4»4.3 - Recognize and use occupational signs, charts, 

forms, and written directions 



WORK ORDER 



.E: 1C/25/91 
^3E: 2 



FACILITY : 
PRODUCT : 
HOdEL NO; 



(iRACt CULlNfcnY. SY STEKS 
^ vjRACE CULINARY SYSTeKiS 



3CCo 0240 

I UCCHINI, 1 /2" DICtD 
3CC60240 ' 

I UCCHINI/' 1 /2" DICED 



COMHlNTS: 

PROCESS IN URSCHELL DICER. 



ROUTING: SOL/IS H 
PREP TI«E: 
COOK TIP'S: 
PACK t CHILL: 



EQUIPMENT: 
PACKAGING: 



MFC APPROVAL: 
^A APPROVAL : 
K^D AP-F&OVAL: 



WCK»^ ChD EC 

\kO Date 

D/kTE »EG 
SHIFT - 
SECUENCr 

DEPA RTh 5NT ; 
SECTION : 



1C/2 = 
1C/2^ 
1 
1 

C1C0 
1C3 



WC^iCCENTER 



CPERmTion DES cripticn 



G010 



C020 



STEP ONE 1 

1) PLACE SQUASH CASE ON k^ASHER CnUTr AND OPEN. 

AS SQUASH GO INTO WASHER RE^Vl ALL 1^-AT AAE PAD. 
(RiCCRD WASTE.) WASH SiUASn kITH CoN'^TANT 
AGi TATION. 

STEP TWO -I 

2) 2EGIN CONVEYOR EE LT AND Rc»-,CVE bOLASH I n TC 
CRi^IN BASKETS. TRIM EGTH lSI;S A^D ^hCCEiS 
ACCORDING TO FORMULA S f» E C I r I C AT I CN S . 
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CASAS Objective 4.43 - Recognize and use occupational signs, charts, 

forms, and written directions 

TEMPERATURE CONTROL CHART 



';"r: . K t:.:f^c*, 7Z\i\zY<A7\j}<^ coHrwL CHART ;i..;7-.:;\;._;r:£ v " r>ATE: Yvt..^:.;'./-f . .. 



COZZ I-ATE 



tQUIP 
TEMP 
SET 



COOK 



ICT 



TOWBlil CHILLER 



TIME SET 



100 
GAL 



GAL 



TEWP OUT 



GAL 
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CASAS Objective 4,43 - Recognize and use occupational signs, charts, 

forms, and written directions 



CHICKEN CHART 



DATE 


TYPE OF 
CHICKEN 


NO. OF CHlCKEfj 
CASES USED 


POUNDS 
PER CASE 


WEIGHT OF InGrEDIE 


NTS ADOtO 


; 


PlTOSPFATE : 


iALt 


Water 


GFI fARI W 






1 

\ 














1 : 














1 




























1 




























1 


























( 














( 














i 














1 


i 
























> 




\ 










1 








T 






' ! 


1 

i 1 






J - - 






1 






















1 


1 






1 


t 


i 


r- \ 


1 \ ^ 


1 — ^ — 
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LAUREL RACE COURSE/ESOL 



Site: Multipurpose room located in a dormitory of the International Village 

Laurel Race Course. 

Instructors: Belinda Elmer - E.S.L. 

Lud Holmberg - E.S.L. 

Time: ' ' Volunteer 

E.S.L. I : 

Class 1 - May 13, 1991 - August 7, 1991 

Monday 

1:00-3:00 PM 

Wednesday 

4:00 - 6:00 PM 

E.S.L. n 

Class 2 - May 13, 1991 - August 7, 1991 

Monday 

4:00 -6:00 PM 

Wednesday 

1:00-3:00 PM 

E.S.L. I 

Class 3- November 4, 1991 - January 29, 1992 

Monday 

4:00 -6:00 PM 

Wednesday 

1:00-3:00 PM 

E.S.L. II 

Class 4 - November 4, 1991 - January 29, 1992 

Monday 

1:00 -3:00 PM 

Wednesday 

4:00 - 6:00 PM 



National Workplace Literacy Program 



E.S.L. I 

Class 5- February 3, 1992 - April 6, 1992 
Monday 
4:00 -6:00 PM 
_ Wednesday 
1:00-3:00 PM 

. E.S.L.II 

^ Class 6 - February 3, 1992 - April 6, 1992 
Monday 

1:00 -3:00 PM : 

Wednesday 

4:00 - 6:00 PM 

E.S.L.I&n 

Class 7- April 10, 1992 - June 16, 1992 
Tuesday and Friday 
7:00 - 9:00 PM 

Student: Newly immigrated Hispanic employees whose work tasks including walking 

and grooming horses. 

Instructor Summary: 

The class met at the race course in the small multi-purpose room which is also used for A.A. 
meetings, Bible study, etc. Although all are Spanish speakers, slightly different forms of 
Spanish were spoken. 

In one class there were all combinations of non Spanish readers/non English speakers to non 
Spanish readers/fair English speakers to English readers /speakers and all combinations in 
between. 

A volunteer came in for 2 months to help individuals learn to read. 
Students ranged in age from 18 years to 45 years. 

Class attendance was encouraged by giving each attendee a ''coupon" to redeem for a soda and 
hot dog at PeeWee's snack bar on the track. 
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Various people have sent in bags of clothes (especially helpful in winter) which were speedily 
requisitioned and used. The workers, most of whom came from the warmer climate of Mexico, 
had no appropriate clothing. 

Everyone in the class wanted more than just speaking and reading workplace vocabulary. 
They wanted to be able to communicate in English. And, they wanted to see every word! We 
accomplished that goal for many of our students. One of the trainers commented that he sa w 
the difference between "night and day" with a couple of his workers who were in class. 

Most class naembers obtained an Anne Arundel County library card. As a part of class every 
three weeks the students went to the library. Members discovered books with tapes and easy 
to read books. 

Some members of the class obtained drivers' licenses- 
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enrolled in an automotive course. 



Larry was a substance abuser and many times came to class smelling of alcohol. He had a 
learning disability in math and would frequently get frustrated with some of the work. The 
group was very supportive of him and at the end of our sessions he was going to A. A. meetings 
and was about to earn his one month sobriety token. 

''Bones" took advantage of contacts within the class. He would attempt to "con" food coupons, 
rides homeand sometimes money. He only needed a review of his basic skills and talked about 
taking the GED examination. 

Byron ^ vas barely able to read, write, or do any math computation abdve adding or subtracting. 
He was primarily taught one-on-one by Bob Griffith, the recreation director at the race course. 
This special attention and ''male bonding" was particularly beneficial to Byron. 

Our second ten week session added Susan and J.J. to our group. Susan graduated from college 
in Animal Husbandry and wanted to pursue a career change while J.J. wanted a career in the 
health field. Both needed to upgrade their skills prir .arily in math. 

Because their workplace tasks were so menial and because they lived such cloistered lives, 
much of our time together was spent reviewing their basic skills and preparing them for goals 
they set for themselves. They leamed to write business letters, responded to emplo)anent ads, 
practiced job interview techniques, and wrote resumes (two are included). The teachers and 
students became an extremely close group. 

As a result of our encounter, J.J. was actively pursuing a job by sending out her resume, Susan 
was planning on going to the counselor at the Multi Service Community Center at Bladensburg 
High School to consider her career options, Byron became a better reader and was using a 
calculator for math, Francis seems happier and had more self confidence in herself. Bones was 
still "conning," Larry was on the road to sobriety, and Harold may just go into business for 
himself. 

The Maryland Thoroughbred Horsemen's Association (MTHA) decided to continue the 
program and contracted for a new class. The basic skills students decided that they wanted to 
learn to speak Spanish next so that they could learn to communicate with the large Hispanic 
population at the Racecourse. MTHA contracted for the class and the majority of the students 
enrolled. 
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CASAS Objective 4.1,6 - Interpret general work-related vocabulary(e»g- 

experience, swing shift) 



Gait - way a horse moves 

Four natural gaits 

walk - four beat gait 
trot - two beat gait 



1. right forefoot and left hindfoot 

2. left forefoot and right hindfoot 

Posting - way to ride a horse while trotting 

1st beat - raise body 2nd beat - down 
car/or - three beat gait, comfortable 

1. one forefoot strikes the ground 

2. other forefoot and opposite hind leg 

3. other hind leg 
gallop - work 



Artificial gaits 



pace - used in harness racing 
slow gait - slow four beat 
rack - fast smooth four beat gait 
breezing - fast running 



Tools 



rake 
pliers 



pitchfork 
hammer 



shovel 
broom 



bucket 
mop 



trough 
sponge 



Food 



hay 
alfalfa 
sweet feed • 
bran mash - 



mix of crushed oats, corn v/ith protein supplement and molasses 
4 qts. wheat bran and hot water plus 1-2 oz. salt 
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary(e.g. 

experience,swing shift) 



IDENTIFY THE FOLLOWING: 
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary(e.g. 

experience's wing shift) 



Name the following grooming equipment Give the use or uses of each tool. 
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary(e.g. 

experience,swing shift) 



GROOMING EQUIPMENT AND HOW TO USE 



TASIE 17^ 

CftOOMING^UtPMEKT AMD HOW TO USE tT 



Wh« n • 

How 10 UM n 



To a»tw'« ir^K f^o'tt t>« 
O'oonxa ir>0'(X^MT v^O no 

aCCO'dinQ 10 in0ivrau*l p«tt««- 
anc« bUi IM tOiiOwtrtC p«OC«OvKt 
It mo»i CO«w«o« 
t C'l*'* Ocf f'le fefi— US* n>» hooi 

ptCk Wor« trom tn« C««t* lOMrfl 

P'titioni Mt<>^'' iftc uoQ ana 
loott tnoat 



Curry 



RVIUI) 



Xfit gtiliy a^a irt imaii 
ci'Cici rttntr than «»im 
pittivirt a^^d torig 

Do r»oi VIM tM m«iai cu"Y 
como brow tM k/«ci 
O' hOCht aooui the 
rwad 0^ ov«f bony ptt. 

dormntrtcai No^ WXX>ld 
M b« Uted on hOr«C» 

lhai ha*« b*an clipped 
raceniiy » ihti M«t a 
ttwn coal ot hav 



Tht body b'u»^ «1 ih* 
p^mcioa: too- inad to' 
gtooming 



oi iiiu fibt' uLuaiiy 
about ? tnchei tn 
Mngin 



Ui« at di««ci«d m tait 




To gtocn hortai thai ntv« 

lor>fi thick coati 
To («^vt ca^ad mud 
To tooith mailed tcvrt 

and d<n <n iht ha*f 
Toe Man Ihc pfuih 



to b'ua'- tt>m amifa bodr 



41 



To t^f^o^ l^ht o^n from 
ln« akin To bruih 

m«nt and tail 



2 C'ooff* (^f poor— ♦^•o tht Cu"y 
comb •« tn« ftghr ha^d and 
b^ufh in tr\4 It" INand T*C p>0- 

c««d ai io(io«>4 

a Siart wtih the »<! i'0« 

b Follow th.i o<0«- the n«Ch 

ty«asi «iin«ri anooioe't Kr»>«fl 

tfOw^ 10 th* hn« D«c«. »m Oil- 

hr croup ano hino itgi avwo to 

jh« hocv 

Then Ofuth tron\ tha knM trC hoch 
0O«n iow«i d 1h« t>oo4 

Ai hagumi imafviii ctaaft tht duit 
and t\»*' trom thr br\tSh «nin tht 
ci^ comb and knock r« Csftry 
comb aoiinii yowr h«t< or th« 
tMCik o> tyirth « itmt « ifo«n 
Oin 

Cur'rQtni^f buf Cuih <^o<omhr 
0/u|h irt# ha" m m« (]ii#ci*on o< <l| 

naiu'a ' (ay 
Aruth witn ca'« in irt* irgtont cH lha 

rta'tkft bti««*'i ine ioi« arid h^id 
ai <n« Domi o( tna alDOwi 

anO M ttv« ICilOChi 
AD*' o'Oam>ng in# !•<}« iranal*' 
b'uth (o lh« (t{)M hand and 
tr* cu^ oomb c ina »rfl har* 
(n»n gro<y^ tht iiQti' 1*0* m Iht 

aama oro*' ai oeicrtbM aaovt 
3 S't/i'i (f>f ^*ad comD a/^o ori/sn 

rhc m»r^t »no iai<— UM tna OOOr 

Oitrt"! o« th« neao 
Gfoom ih» mane ano ia>i at k>ii9Mrt 

a B'ui^ oowrvMard uiig ••inti 

Iht body brwlh oi inff danoy 

brum 

b C>*ar> the ia>i Or 

111 B.uin-ng wpwa'd a taw 
tui'vot O* h*-' a' • lim« or Dr 
{7' P*Ck>ng or |«p|/ai<><g Ou< a 

ie*> ha<ft ai • oy nano 
(3j Occationa»r waihir^gw.th 
warm «»aie' and loap 



A m«ta' » wood scap*' 
I0< ramoving i>i«ji o' 



lo iamo«w a*cait pftD- 
fai'on lfO«* txaitd wfi 
ano tw«ai>nQ animat 
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CASAS Objective 3,0 - Recognize pictures or demonstrate axiral comprehension 

associated with health 



PARTS OF BODY 




CASAS Objective 3,0- Recognize pictures or demonstrate aural 

comprehension associated with health 



PARTS OF FACE 
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CAS AS Objective 4.1.2 - Interpret job applications, resxunes, and letters of 

application 

CAS AS Objective 2.5.6 - Use library resources 

LIBRARY CARD APPLICATION 



ANNE ARUNDEL COUNTY PUBLIC LIBRARY 
REGISTRATION FORM 

. Pl^ASE PRESEMT this form with VAUD MD DRIVTR'S LICENSE or M.VA. ID. showing cvrrent address. 
PRINT ONE character in each box. SKIP ONE SPACE between requested information. 



LAST NAME 



FIRST NAME (No nicknames) 



MIDDLE NAME 



JK.^R.^eic. 









































1 

1 


















MAILING ADDRESS (Please give number, street, apartment number, P.O. Box #, etc.) 




















1 
I 







































CITY 



ZIP CODE 



TELEPHONE 



M 



MARYLAND , . 

DRIVER'S UCENSE # ■ 
ONLY 



BIRTH 
Month fcDty SEX 



□ 



THE FOILOWINC INFORMATION IS CONriDENUAL mnd is not required to get yovr library card. 
We unit use it to betterplan your library services. 



EDUCATION - Check block for highest level of education completed . 



ACE- 


Please check one 


1 




0-5 


2 




6-12 


3 




13-18 


4 




19-25 


5 




26-54 


6 




55i- 



No formal schooling 
Nursery/Kindergarten 
Grades 1 - 6 
Grades 7- 11 

High School or Equivalency 

Technical School, Community College, 1 - 3 years of College 
A years College 

5 or more years College (Graduate /Professional School) 



THE UNDERSIGNED is responsible for materials borrowed and fines charged, (if under 16, signature of parent, adult 
responsible for child, or guardian required. Both child mnd adult must be present, ) 
FOR YOUR PROTECTIOK fT IS NOT ADVISABLE TO LEND YOUR LIBRARY CARD. 



SICINATUKE . 



DATE 



Relarion to child: □ Mother □ Father □ Other 



FOR LIBRARY USE ONXY 



SCAT ' 



STAFF INITIALS 



M/F G A E 
ADDATA 



APATID 



BNew Registration 
Rename 



STATUS 



□ N 



S L C 



IDENTIFICATION. 



Driver s License 
Mail 

Not Available 



OLDPZ# . 



AGENCY 



V,DC 



INPUT BY 



VIDEO P2<t 



90Fn9 
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CASAS Objective 2.3.1 - Interpret clock time 

CASAS Objective 2.3.2 - Identify the months of the year and the days of 

the week 



LIBRARY HOUR 



ANNArOLK - 1410 W«*1 5L. 122-1750 
UnOADNrCX- ITTSCrrfnttntl) Di . 777 1«0^ 
UnnOKLrN TAUK - 1 Eji«1 lHh Ave off RJiAl* I!»v) . ?27 6Jf/) 
CAKF-A-VAN. lOlOEA-itwiy.CltTtBurrlc. 223-«7n 
CRortON. ^f^7Cml^rm^vf^tn. Z27 7«15 or OOn?*.11Qno 

rA^Jirom-Ar^rjAroLis NEOc.7wlimnmeTet>. 27; iDTn«.i3« 

rncrWAICK . «ltrpnr)iljmf, 277 1S38 
UN 1 1 UQgvljJOO Shipley 222 



M.T.Th t-9: W5 ^'S.r 15 
M.T.lh 1-f: w;5 f -S; F 1-5 
Call for DclJvrry 
M-Th f -f; F;5 9.S;5unl-$ 
MT.lh 1-f; WJ5 • B; F 1.^ 
MXlh 1-9; WJ5 f -S; r 1-5. 
M.T.n 1-f; W3 f-5: F 1-5 



JllARVLAND CrrY- M21-23FLMeidtHd.(Rt t9g). CV^n72S2?W 
NORIHCOUNn -10lOFAMw«j.Cle«BujnJe,222^€Z70. 10D7«7-«r>« 
nor N 1 0N . 177X1 OdnHon Kd^ 222 <^777 
rnovlwcT*: - 2r7l Anni^pollp mi 175). 223 

ru irnA FrAni 11*^0 iN,v«rtii.v), 737 f^?K 
?r\ rnNA i ahk • i*; MciMn^r) pd , 727 r 200 

sou 111 COUMl y - 5010 Df«1«-OuiicMnn iVnIr. 277 I02.«; or 



^^ Th 1-f; YiS ^-^^3 3 
M-Th f -f; F3 f -SiSurl S 
HT.Th 1-f; W5 f -5: F 1-5 
M.l.lh l-f; W5 f -S; F 1-5 
M.T.I h 1-f: W5 f -5; r 1-? 
M-lh 9-f; ri? •-!5;?;un 1 -5 
M.T.lh 1-9; W,"? f-5: r 1! 
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary ( e.g, 
experien ce, swing shift) 

PARTS OF A HORSE 




POINTS Of THE HORSE 



1 




2 


Nor.-.- 


3 


Jow 


4 






foct 


« 




7, 






^o^r 


? 




10 




1) 


C>»r 


)2 




13 




14 




IS 




U 




17 




18 


H.p 


19 




3D 


Tor 


31 




22 




23 





2< S^fW 

25 Honk 

26 Shtoih 

29 Goikwi 

29 o< hock 

X KocL 

Hoof o' (ooi 
Co^on^i 

^OJt»»»i 

36 

38 Potm o< t'bow 

39 Air 

4J S^«w^t;•. 
«S Dock 



3t 

33 
34 

3i 
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CASAS Objective 2.7.2 - Inteq)ret information about ethnic groups, cultural 

groups, and language groups 
CASAS Objective 2.7.5 - Interpret literary materials such as poetry 

and literature 



The article on the following pages was discussed in class. This article was about the working 
conditions of our students. 





jobody knows 








I trill ^ in t^qiialor, groom** arc the 
uji,*uiu) he roc** of thoroughbred rocitig 



THEIR NAMES 






0»f^ ^^vth^t tflr.^.- mdJmiAy i/j^u tktrf an.* ^p. i^.* t^/^u ^-uh 'em Si.'* em tijt ycu're 

ln,n 'i..l,rlf ent L-'. e 'e»i Talk tfl 'em Cet tc Lw- 'em A.u th^r m Lji y>„ ^.^tJ ?.y 
)■■-. U( 'en, eni* tbty'U L'.eyflu. Ific Peflp^ an^Dt (cC m. fj.-v h,( tb^f ^-oj, U I htrft 
r*: ib. ru. 4trA, I >•} i^jr . an^ J ^( firr gfinna pn-r uf / tb,ri tb. y, Uul^m^tfl my ffcr m Uh a 
fiicbf.^ri. ui my k^n^ MH? s ruh ra^ in my iiuL p.\Ot — £/'V SVLiT. CxoOJt 



BEN Srt<BIS STRTTCHED HIS 
nccV over the rail b> Ihc 
winner's, circle, adjusted the 
luc W.00I hai on his head 
and squinied up the home- 
siretch lowaid the staninppie A Hound 
of the Baikcniltn lop had dun^ all da> 10 



Laurel Rdcc Course ohvunng all hui ihc 
laie stieich runs, and nrm the horses in 
the ](hh r^ce *ere dancinp like shadouv 
in Ihc diMjnce. looking ghostlike in their 
gallopuoihe fate 

Stuhb\ flipped htv eifjrettt mio the 
mud of the racetrack and viompcd hi«. 




S4*'«it, Her* 
nibbins Hr irtinmr 

•1 Sttmoni Parii, 
w*nKi» mcmW 
KtntuckjrDttr^y 
mnd a Trrpic Crtmn 
with S«<^flaru1 
(ktlHn 1973. 



duck boots at fhf cold It u^v almost 
A 15p.tm.onDec 2^ andthf ve\en horses 
*erc netnnf the st^^ir.j. pa:e for the 
SIOO.OOO Congressional Handicap, a 
IV^'tnilc charge alonp the dead rail of 
minierncing in Mar>la^d It had snov^cd 
the day before, tummp the racetrack into 
mire, but 12,474 horscpl^vers had sho^n 
up and were betting mme than SrSO.OOO 
on the ConfTCUional afonr m^kjngRun* 
away Stream the tepid fa^onte at Sr 40 to 
$1 No«> the acven hofve».' g ri»omi, ifcho 
had walked iheir charp e^' fron ihr barr^ to 
Ihc pdd.'si U-. ^add!inp 
were gaihrfirp m small 
crovkd'' ni^t me u -nner's cir- 
cle Siuf^b* -5" a p'rtom for 
2^ yea'* '^t*!. j ujninp »iih 
the chai' ar..\ It^iher lead 
ahank mhAh.ind 

He up tht ra:e 

track • < ' '^ec much 
he Mii S'-"'^ uj- Uv>k.ng 
for hi«. h -f«. Chj. \^ h»m 
the beti»'f»> thifd chiucc in 
the Cor^'r-s >.r .•■ a' nejiK 
T7u i ■ i-i' cSi«.inLi 
gcld"5i ^ • ' 1 ■■ ■ < Tcf fed 
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j«> ! L-: fhi mit^i pkipj.d: r jnncf*. on ihe 
Mj^..j:>Jci%t;]: On. .. : ih, h^si horses 
I CNC- p'j- h^nj. tT t>ijhh!, siid as 
ihi h..r»v- i ir;,. pic - He can 
nif «n»j hi Ljn run t>.r. J- .ihtnc— grass. 
J.r: rriLj iiU ihi- \ nj'icr Calm as a 

Ai ^Ukv iot Siii^'>- v»4- S'wK.' or 1^ 
o' ih. Ct'ogt*. vv,,.nj! N»:pn;r<. share of 

ir^wf J.'., n^^ It V..-, j:t'...frv have 
n - '. l^JJ rr , - ],n^ v«,hcr ihtrir 
h I V ■ t«.r. m.>t^ i.> h>.p. • I j'^ ihdJ ex 

■■■.1 ilic T> iTj.r^'v or 

J ■ p ' Ihi Ml ■ f-j. rakcv 




'J 



IT MBO ]* $twM»'ftr*wcrdf«r 

mucking out «t«IU 
«t t.«ur«l i» « little 
•fitction Irom hit 

•oough mon«y to 
Support hi» family, 
and quar1«rft 
♦weeW txtit' 
thjn a barn 




' ■"■I lr ihc mm fy <> p r*. 

'T*.^ Ihjl over pjri^.ii. * U ■ 

'T-.'^hc pCfdljU^ p r.- ; 

\ J>. m I he Spf^i"" iM* . ' j-^ii 

. ..f \ hphi ihcir k I • * ' r 

■■ ■ the rr jd <i'^.' ■ 

." jr J lyi^' i ■ J. . w . 

1 .J ■ Th. 

" s^v^ H.. ■ I . 



..iihthi.V li 
•r. If . .. i *i 
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^ «: •^■1 'v '(.vt'lj 1i-ni 'low Ji«ncs 
» K.v 1 riv >pt*,j tel.! nntsh 



J. nt-. 



I.'i r. 



J.ikt L-.'i I J. j" r. M 1.1 riiN. v.. ( 

Tht . J. (. jri V J nui K- mt v' vkii^- C hj^ 
Bi'unJinj. 1r.it;. ;nt gjii. »h«. bcdtile 
Djvin ho«»iM. J upuiih C hjv h.in on Jhc 
It.id anj ih-. TVki'MkCTt. hi.j<^ onj hc^d as 



bic area. Stubb^ pa^^«;d amcrn 
of Jim Spears, the grMirn ol 
Reputed TeMjiTii'nv 3 f»- 1 
shoi in ihc rdce jnd Sp^di^ 
hollered "I'm gonn.. kick m*u' 
buM on Saturddv ' 

"You ain i got a chance'" 
StubM yelled hack 

The neM djv uiih iCc coji 
U)g Ihe bran.'hes of trees <ind 
>fciihsnovk gutting groi"*m >^ ii- 
lie Kcc via*, siiim^ in a smjil 
room in the di tenunn harrt i^n 
the back^trctch uaithmL- i^v 
rarci vLiih other Md^'. ^.n i« 
tncludinc Sduni Ji n^. .t 
h^-^nx^IUr frv>ni C \<\^if ^ 
bam ">Aell Im pv»nr... ^ir 
the Conpre^Mond! lomi 
Kcc announced It^ud'. I '• 
be laughm at enn ir il.. 
dinner's circle ' Kci ^jv \V 
groom of LcarTivd Jai.. 
hdd placed in hiv \a-- tv-.v; .". 
at Lautcl b.uh o^k . 

'1 gni the ^ur^• h.>'«. . ' 
VCJ up for mi CJ"'**! .IK.. ' 
6oT\ \ dr\ ou' ih» 1 I. .1 . 

of! thi p-.i 




Agro«m'«««orlci» 
n>o«tty in th« 
hands w«»hin( 

wrapping tK«m tn 
b«ndag» fctcurrd 
withialcty ptnv and 
holding tt\« I* Ad 
ihanh on «irtm» 



nrPk Li..trtuJ J.i^i till hjik 
I.. ' A. •»-., h.f... d.. 



1 .1. ^ 
1 ■■ I 



^ R O O M S 

dashing across an English mOor, and Chas 
*as in front b> three. »ith Stac) in red 
silks vetting him dOHT) 

"Come on with him. Allen'" yelled 
Stubbs 

The chestnut raced on the lead through 
the stretch. finalK winning bya length and 
ihree-quancr^ o^er Jet Stream and 2'.'i 
lengths "T^ver Reputed Testamonv The 
timer ftlshed a final time of 201 V«.onl) a 
lick -off the track's lO furlong record 
Stubbs leapt for the winner's arcle '*He). 
I knew ihcy we ren t going to beat him to- 
day." he «id "ikncw it'" 

On the racetrack in front of the circle. 
Stubbs ipotted his fncndly tntagonisu 
Spears, and pointed to him. 
'*Tum-your horse out to pas- 
ture." ia»d Stubbs. "I told you. 
Grve him a break He needs a 
rest'" 

Stubbs watted for Stac)- to 
pilop Chas to the circle . 'This 
b the belt horse I ever had my 
hands on," Stubbs said He 
made a thumbs-up gesture 
as Stacy approached Then 
Stubbs led Chas" Whim into 
the arcle to get their picture 
taken, and finalK he walked 
the gelding do^-n the racetrack tov.ard 
the bams The chestnut, his leg*, and bcUv 
speckled with mud. his eyes wide and nos- 
trils flaring, strode ofl with his groom 
Srubbs slapped the horse on his neck and 
whispered into his car "it's all nght, you 
did good . . . it's all over no*, you wm 
again, it's all nght nov. " 

Stubbs smiled and nodded a< the 
grandstand fans who yelled to him 
Grooms shouted. "Ana*a>. Srun p'" A 
pon\ girl reached out a hand and gave 
Stubbs a high fisc "Uirc to wjrc'' she 
cned "Wa) togo " 

TTic groom angled hi*, horse through a 
gap in the fence and louard (he b^tn aicd 
keeping up a constant panet in Chad's lefi 
ear. which stood up and tN^rled a*^ he li\ 
lened "You don i belong here." Stubbs 
told him ' You're too good for the^c 
horses here' Hear me'' You should be in 
California, or New York You re a ^ood 
horse You gotta go where the monev IS ' 

The man and hi*, horse strode trurr'- 
phantl) inio the s«able area A handJ jI o\ 
stable WOT kef\. mo\t of then- groom*, ap 
plaudcd a*, the two swept paM. heading 
((^i the ie*.!inp bdm Acio**^ the ru^d Irc^rn 
the bam. Kcc ua^alTedd^ g'ving Lxarncd 
Jdtf a bath and uincirf a; the viuf^d r>l 
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BEST COPY AVAILABi 



^ROO 



M S 




Jimmy tftuMd to 
gcttmg nuutMWtd 

from hit ch*rf M at 
CuH»tr*affl Park. 



And there was Sloan (Duck Buner) Pnce. ^ 
sonKkjiamcd.Jie once explained, aficr he 
tuaessfully ducied a fixing siicK of butter 
in a racetrack cafctena fight * 

The names are lamer nouadajs Down 
at Gulfstream Park. worVjng side b) tide, 
are SouthCirdma Jimmv and hi^ cousin. 
Wjlhe Green •'Bill for short. "saxsUillie. 
Tunes have changed too In the first half 
of this ceniurN most of the grtxjms liJ^e 
S\o* 'n Easy>«tnd OucV. Butter, v^ere 
bSack Man> of them came to the race- 
track frorn horse farms in Kentuck>. 
South Carolina and Virginia, and the> 
traveled like vagabonds from track to 
farm to inck.The most celebrated groom 
in the first half of Ihe 20th ccnturv ♦as 
U'il! Hartiui. the black handler of the im- 
moru) Man o' Uar. the greatest Amen- 
am racehorse of his da> Thousands of 
people went to visit the stallion each year 
at Faraway Farm in Lexington. K\ . where 
Harbut would stand in front of the hors<*s 
Stall and regale his rapi audiences with 
stories of Man o* War's exploits, some- 
times ending with a theatrical fioumh: 
**He beat all de bosses, and there was 
nothin'lefiforhimiodo Hc*asdemost- 
csihoss Stand still. Red " 

Not 20 yeari after Harbui and Man o' 
War died, a month apjrt. m 194*7, ihe era 
of the predomsnanih black groom *as 
disappearing as rural Southern blacks mi- 
grated to the industrial North and sought 
hi(her*paying union jobs in factories 
Racetracks began opening jobs in their 
stable areas (o *omcn-< female grooms 
or exercise nders had been virtually un- 
heard of since th^^dawn of 
American racing — who were 
joined b> an increasmg num- 
bcr of Latin Americans, par- 
ncularl) Mexicans at Califof' 
ni3 racetracks ar.d Cubans and 
Puerto Rican> at tracks in 
Florida 

Todaj there are female 
grooms, pitchforks in hand, mucking 
sialU ai all iht venue*, of the spon The) 
come from everyv.herc. from farms and 
tcw^Tis. often with years of experience in 
nding and grooming pleasure horses 
Anna Lichicnbcrg. 23. of Mankaio, 
Minn . began riding a*, a child. broke thor- 
oughbred yearling'' as a teenager and 
spent a summer uorking as a'^room at 
Canterbury Downs outside of Minneapo- 
lis That experience *nh rocehories 
changed hci hk To tht dismav o' her fa 
thef. a retired Mjnka'o pohvcr-.u'^ — ""M) 
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fnhcr uamcd me lo go lo college." Uch- 
tcnbcrp v-shc cho^ \o mike » hfe for 
hwwH on ihc raccirack as a full-iime 
groom This wimer. t\ Bclmonl Park m 
New York, she was up every working day 
aM 4^ a m and off lo Bill> Mon's bam. 
cofftt in hand, lo begin ihc care »nd han- 
dling of ihree of his expensive fur coals 
Sh« lakes home $230a week. 

TI IV noi sofi work, hfiing muck tubs and 
wrrving ihcm \o the manure bin. slinging 
buc^cis of Wilier from the spigots lo ihc 
stills, hdjling bales and forkfuls of h?> 
and siuw . gelling stepped on and pushed 
around b> 3.000 pound animals in Iheir 
nails *'Bal 1 enjoy m> job." Uchienbcrg 
«ys "I Uke women at ihe irack. 1 tJunk 
we re more conscienlious aboul taking 
care of a hor^e. we pa) more ancnlion lo 
deta>l It s kind of like uking care of kjds 
You goiia know when lo ipank Ihem and 
when lo school ihem The raceirack gels 
in your blood Pcop \ to leave, but it 
teemv hkf ihe\ always come back I: pulls 
you. hke an addiction " 

Nothing pulls like the yanqui dollar in 
Mexico, and the opponuniry lo earn more 



than $1,000 a month— and. with luck, a 
good deal more than that— has filled 
the sheds of Amer>CAn racetracks with 
grooms from south of the Rio Grande. 
Many of the Meucin grooms were farm' 
crs back home, or farmers' ions who were 
raised around horxs Numerous trtiners 
U) the Meucan grooms bnng to their 
jobs a practiced skill with hor^s. a feel for 
the animals So it comes as no lurpnsc 
that Mexicans are handling several of ihc 
most prominem 3-year-old horscv thiv 
year, including Fly So Free, v) early fa- 
vorite for the Kcntuck> Derby who ran a 
disappointmg fifth at Churchill Downs, 
and a striking California coll named Ex- 
cavate, a son of Mr. Prospector. 

Francisco Ramirez, 20. the groom of 
Fl> So Free, grew up the founh of nine 
children of a farmer in Zamora. in central 
Mezioo. where horses were a part of his 
early years "1 think I was bom on a 
hone." Ramirez says *'l was raised with 
them 1 loved ihem ever since I was t 
young boy." At 16. he followed his older 
brothers north to racetracks in the VS., 
first to New Jersey and finally (o New 



Yort trainer Scotty Schulhofer's btm 
Last August, seeing enough in Rinxirez's 
faorxmanship to justify the uJtimate vote 
of confidence. Schulhofcr made him the 
groom of Fly So Fret, the 1990 2 year-0ld 
champion "He is fooDclhing ] love, like a 
cai." Ramirez uysof the ooU. "I take care 
of him like he is family." 

Early in Febrvaiy, Francisco Solis of 
Guadalupe. Mexico, stepped into stall 24 
of trainer Charles Whiningham s bam at 
Sania Anita, took Excavate by hi<> h^ier 
and tumed the big colt in a half circle. "A 
good-looking hone, bo? Strong, very 
strong." Solis said "But very kind. And 
the coat' You ought to see it when the 
sunshine hits it. His coat is tike a muror 

"You are ahvays bopin' that every 
horse you rub will be the top one." says 
Green. "I lay down at ci^t and 1 think 
about my horses How- can I make them 
better? Oh. I'd love to wm the Derby. I 
think about it every time I get a young 
horK I never even been to the Derby. 
Can you imagine walkin' the Kentucky 
Derby winner back to the bam? It would 
be like walkin' to heaven and back.** 
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Eddic Swcji ha*> been there and back, 
not once but rwicc, and the memones still 
drive him at age 52 In 1973, Sweat 
achi<>-ed a kind of celebni> unmatched 
uncc the da>-iof Will Harbut He rubbed 
the 1972 Derb) dinner. Riva Ridge, and 
the next year came back to CburchiU 
Downs vkith Secretariat That firsi Satur- 
da> in Ma\ 19*73. Sweat became the first 
f room in memory to have rubbed back- 
to-back Kentuck\ Derb> » inners. and five 
weeks later he became the first in 25 years 
to burTiish a Triple Crown champion He 
nearly won a third Derb\ with Chiefs 
Crov-n. who finished third in 19S5 Today, 
Sweat is tike the old fighter ¥.ho wants 
one more dance in the tights 

"Just one more Derb\.'" he sa)*s. "and 
ril be the happiest litile ol' black man you 
€ver uant to see Just one more Derby 
That'sall Jusione 

Soliv. 35, has been there too He was 
rai<>ed ridmp horses learning at Ihe knee 
of his caballero grandfather But noihinf: 
prepared htm for the shock he got in 1982. 
Jhonly after he had bridled a 2l-l long 
ihot GatoDelScI and v^atked him to the 
paddock for tht Derby Sohs matched b> 
the outside rail i< the field came charging 
past the stand*. ih». first time, with O^io 
floundering,. I9ih and la<.t * li ^a*- l»kc 4 
dream." ia\». Soli^ "I w<is at the rail v>nh 
all the othct grr»oms and when he came 
by. al! the dirt w^*. fl\ing up in his face 
and 1 rcmcmhft thinking a<. his gro<>m 
Hr hoin I rur^ p q^jncr of o mtlr and ol 
trad: hc idim ' I couldn ; see him bcc^u*.*. 



Clay 1*4 &ui>^y 
SH«rtc« to vktoHM 
kltti*0*r*y.th« 
Pr«ahn«» and th* 
Kr»*4ttr«' Cup 
Ctosstc In 1>S9. 



of the infield crowd, and then I 
heard him called fifth at the 
far turn They came into the 
stretch, and 1 coutd sec him I 
could s^e the Silks He was 
running toward me. on the 
lead. 1 had both fingers 
CTossed and 1 uas praying 
There arc some thingsyou remember for- 
ever For me. the da) ] graduated from 
high school And m\ first home run in Lit- 
tle League in Mexico- tt hit the roof of a 
rvwo-story house, righi center And the 
stretch run of the Derby They arc things 
you remember fore>-er *' 

Off to the side of Eicavate's stall Soli's 
ts paring wedges from a large carrot and 
adding them to the col: s tub of oats and 
$>^eetfecd The horse comeswide-eyed to 
his door. Sniffing, looking for the groom 
"After you taste it onct.'" Solis says of his 
Derb) victory, "you want to taste it 
again " 

Of course, lasting from that julcp cup ha*- 
been reserved for only a slim cro"Ad of 
racetrack 9*ipcs who woke up one mom 
ing to find lhem<.clves ihrough the whims 
of chance, leading the racehorse of the 
moment lo the h^rsc race of the year 
Mo<.i groom*. ha*c nc-cr made ii lo ih*. 
paddiKk for ihi. Dw rh* and never wili. ar J 
for man) of them ncihing will ever tavic 
$>fcceter than c.»^^^.^. ^nd dHughnui*- <ii 
6 a m As folk<.\ a* he nadc his cornt i cif 
the w<nld seem w I'f" h"iT;i.sp«jri di<ik ii 
and charm Harbui ^ c\i<.icncc fd» 



from id))lic Back m the 1920&, 
says Rodger Gill, trainer of 
Chas* Whim, "grooms were 
hke slaves They slept in a 
stall The pnvy was outside, 
and the) sai on a rail to go ' 
to the bathroom They were 
abu«<d by work The) got up 
ai 3 a m . and the stalls were mucked out 
and the horses brushed off before the 
trainer ever stepped into the bam *' 

Ai man) racetracks toda>. the hving 
conditions for grooms and hotvalkersare 
not much better. In New York, the aadlc 
of Amencan racing and the atadel of the 
sport s eistem establishment, some of the 
housing for backsirelch workers is a scan- 
dd! Ir May 1989, Charles Oa). the Cab- 
fornia based groom of Kentuck";. Derby 
and Prcakness winner Sundas Silence, ac- 
compsmed hib coli lo Belmont Park lo 
begin training for the Belmont Suke^ in 
hi*" qucvt io become the 12th Triple 
Cro*Ti winner The coli wa^ racings 
reigning st^i. so he ended up in a barn 
with far cleaner quancrs than the race- 
trdCk grf'^e toClay The groom found him- 
self in a room that would have shamed a 
Bronx slumlord 

■Filthievi place to li».c I ever saw in my 
lt\ "■ Cla\ said "Firsi thtng I did is 1 
(lc<in».d the whole place with ClorOx 
cUanwcT Scrubbed H dovi-n Then I vet off 
ru,. r..3Ch bombs Then 1 set oui in liiilc 
f<t4i,h ir4ip< along the wa^K Thc> etpcct 
p»."P',. 5».|ut. in th4i kind of fill** ' li wav <i 
d'^f-'dct. 
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^01 far from ihe hole-in-thc-wall 
ifchcrc a»\ lived for ihrcc wccki is t 
fle storv stone building containing room 
C-6), «hich IS shared b> five Mencan na- 
tionals One of the cots in C-61 » rolled 
up each mormog to that the men have 
rdjom to move around Like most Mexi- 
cam who work backitretches in Amenc*. 
thc\ arc \*iJImg to endure the cramped 
qu^ners because racetrack houung is 
fret, enabling them to send the bulk of 
their earnings home to their families. 
Rpom C-Ol. entered through a knobless 
4oor with one lock, ts spare In it are a 13- 
inch TV atop a small refngerator. a hoi 
plate and stove for cooking fnjoles and 
wniUas. and a four-door wooden closet. 
A tattered maroon blanket hangs across 
the window. Groom Anionio Afflezma, 
90. sends S800 of the Sl.OOO be makes a 
month to hu wi/e and son m the sute of 
Michoacin. west of Mexico City. Araei- 
cua has Dot been home since last spring. 
hLs is a lonely life, a routine bracketed by 
deep and hours of tedium. 

"Vrc don't go out much." tays Amc2- 
cua ''We aiDusc ourselves here is the 
room, talking and looking at telcvuion. 
Sometimes, when it gets warm, we find an 
opco space and pla) soccer, kick the ball 
around We miss our families We mnie a 
kit Once a month vse may make a call, but 
mostJ) v.e wntc My life m Meiuco has 
changed much since I started working 
here I Ifve » httle bit better than before 1 
think m) life wijl get even bener if 1 con- 
tinue to work hard " 

There is no runnmg water m the room. 
DO bathroom, no private shower In the 
winter the men dress against the cold be* 
fore beading out to the washroom, 25 feet 
away If there is a saving grace for the five 
amigos bving cheek b> jowl in C-61 — 
"like cigarcites m a package." one of 
them saw — It is thai the> do not have to 
endure the cye-*aicring odors and dis- 
charges that befoul life in C-^OV.", a r*o- 
•tory redbrick dormiiory for grooms and 
other track employees across from the 
Frenchman's Kitchen, the cafctena in the 
tuble area 

One da> in February, ihc dorm"s firsi- 
floor bathroom was awa^h m the rank 
overfle* from stopped-up toilets An ag* 
ing lump of human excrement U) m a 
back comer of the shower The miaors 
above the sinks had been shattered, and 
the roorr v»a« littered with used bathroom 
tissues ]r the hall ouiside. sand and mud 
caked the we? wooden floor Ups;airsand 
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dov^n. throughout the corridors and the 
suirvcll. 3 monkcv-housc reck pervaded 
the a.r Do»n th« firsi-floor hall, m one of 
the 11- b) U-foo5 rooms, groom Gars- 
Pran. who njbbed Nc» York stakes star 
Champagncforashlc) last year, before be- 
ing disabled b> a bemia. >*as l)ing in bis 
bed. v^aiching television and bstening to 
the hum of ihe fan bloMnj out the win- 
dow HiS roommate was out 

Pra't has loved his life on the racetrack, 
wcrkjng vnih I he hordes "I ^e made good 
tnoncs. and 1 gel along with horses." he 
said "Ilike to spend time with cnme He>. 
thes're in their stalls 22 houri a das. and 
that'j rough, boring dur> But it s worth 
the eora »ork I jusi like the wa> the> run, 
the uas a good thoroughbred mo\es. like 
ChampagneforashJes Boy. it's exciting 
when vou have a good one " 

For Pratt. 35, one of the pnces he has 
been willing to pa> is living in C-40W 
"It's embarrassing to live here." he said 
"^'ou can": bring an\bod> here because of 
the fumes I use the upstairs bathroom— I 
bave a ke> to it— because there is no wa> 
I d ever take a shower on this first floor. 
You'd shower in there and come out 
stinking worse than when you went in 
You get people who don't Ine here wan- 
dering in all the time, and ihe> don't ca;c 
what the) leave behind " 

Pratt glanced around the room "1 did 
all this decorating."' he said "Put up 
shelves for clothes Put in the ceiling fan I 
painted it all It was realls dirt) when I 
moved in. Dirt on the walls It took roe 
about 2 '/; weeks, little b) little, to make it 
livable ] don't much like living in this 
building It's not on)> the fumes. You 
don't have ui) privacy. The rooms are 



noiss No aij-conditioning The whole 
building IS boUing in the summer. But it's 
been m> home here " 

Set againsi the grandeur of Belmont's 
clubhouse and grandstand, these back- 
stretch rooms provide the most vivid ex- 
ample of Substandard living conditions at 
Amencan racetracks, but they are not 
alone HolK-wood Park in California has 
been promising for years to tear down its 
leaWv wooden tack rooms (this is the year, 
the tracV sas^l and lasi summer at Del 
Mar. jusi nonh of San Diego, some 
grooms were still bving in detached cubi- 
cles so small that they looked like priv- 
ies—wooden boxes so confining that one 
Mexican joked that he had to step outside 
hi^ room to change his mind Ai Gulf- 
stream, meanwhile, some of the back- 
stretch livirig quarters are "a disaster." 
sajs trainer PG Johnson. *'In some 
rooms you have to run an extension cord 
in from the tack room to bght the place. 
No outlets Cement floors *' And in Mar>' 
land. li\ing quarters at Laurel and Pimltco 
are from another age 

"It's ver> piimiiive living," says James 
Rouse, the developer of Colucnbia. Md., 
and Baltimore's Inner Harbor, whose En- 
terprise Foundation raises funds to build 
low-income housing and is helping to de- 
velop plans for three new dormitones at 
Laurel "It's surprising with so much 
wealth involved in the sport. 
People in black Cadillacs 
come to see theu horses run. 
and the) don't Ke how the 
people live." 

For decades the workers in 
shedrow— except for the rare 
celebrity, such as Harbut or 
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Sweat — have labored in anonymir>. iso^ 
lated from and largely unseen b) the por 
be At even the iughest levels, no one 
knows the grooms' names rjhe> are the 
unsung heroes of the sport.** uys East 
Coasi trainer Sonny Hine Four years ago. 
when Chrysler Corporation began spon- 
sonng the Tnple Cro*Ti Challenge, com- 
pany executives deaded to give away a 
new car to the winning jocke) of each 
event To give a ne>* Lebaron to a nder 
with a se\en-figi^e income is to throw 
gold dust at Solomon After the jocke). 
trainer. owTicr and breeder take their 
bows for the cameras, the one who truly 
knows the horse best— the one who has 
put in all the hours on his knees, applying 
ointment to the animal's legs and wTap- 
ping and pinning the bandages, holding 
the open safety pins between his teeth — 
dnves to a diner in a baner«#Chevy with 
expired plates. 

"Grooms spend more tune with the 
horses than the trainers do. but what do 
they have to look forward to""" asks Hine. 
"Another racetrack, another job They 
are like nomads, going from track to 
crack Inadequate medical programs No 
retirement " / 
Walter Love, one of trainer Woody' 
Stephens's jroocns. has just finished dig- 
ging up the bard dirt floor In front of hjs 
three horses' stalls at Gulfstream and is 
carefully leveling it with a 
wooden rake "1 k>ve horses, 
and 1 like mj }ob." says Love, 
the 53-ycar«old son of Arkan- 
sas shareaoppcrs "Nobody 
messes with you fkittbisisno 
kind of hfe. When you get sick 
on some of these tracks, you 
just die There's no protcaion. 
no Kcunt) I've known pooms who 
worked on the racetrack 50 years and ihey 
retired with no place to stay No home 
No family No place to go" 

Lo\e shakes his head stav-v low and 
keeps on rabng *'I was makin' $70 a week 
grooming in 1961." he sass "Oear No 
taxes The man I was workin' for |a\e us a 
$50 bill and a S20 biU Every Saturday 
Thirty years later I bnng home $170 a 
week after taxes You can't live outside 
the track for that bnd of monej —and eat. 
loo And you better not have an> bad hab- 
its You barely make it from fa>check to 
paycheck The only ones to make money 
back here are the trainers and jockeys 
Owners already are rich No one back 
here gives anMhmg a^^aj. " 
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bam «t B«tmont. 
first Liht finds 

•lr«*d)r ttirrinf 
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CAS AS Objective 4.1.2 - Interpret job applications, resumes, and letters of 

application 

RESUMES 



Francis Kent 

c/o Laurel Race Course 

Laurel, «d. 20707 



Education 



September 1991 - present: Autobody Class - Adult Voca- 
tional Education, Vestmi ni sterli ho. 

]^'( 7 : Ryder Technical School 

1961 - 1965: Aviation Electronical School - U.S. Navy 

1957 - 1962: Dublin High School. Dublin* Md. 



VoRK Experience: 

1976 - present: Hot walker and groom for the 

FOLLOWING trainers: Charles Hadry* Ron Cartwright. 
Roger Gill, John Bosley, Ronald Alfanzo and 

LenZIN. GlNO. 



1986 

1975 

197*1 
197*1 
1971 
1965 



present: Self-employed as a sheep shearer and 
horseshoer. 

1976: Farm Hand II. University of Maryland Beef 
Research Farm, Skysville, Hp. 



1975 
1975 
197*1 
1971 



Groom and Foaler, Marsh Farm 
UPS Tractor/Trailer Driver 
Sheep Manager 



Va. 



Day Bell's Farm. Dublin, 
Lathe Operator. Corning Glass Vo^xs, Corning, 



New York. 



SpgciAL Skills 

Shear sheep, shoe horses, welding, auto body 
repair. car mechanic. truck driver (b license) 
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CAS AS Objective - Recognize and use occupational signs, charts, forms, and 

written directions, 

REQUEST FOR ASSISTANCE 



HORSEMEN'S ASSISTANCE FUND. INa 

63U Windsor Mill Road 
Baltimore. Maryland 21207 
301-265 7008 

Request For Assistance 

Name Soc. Sec. No 

Address 

Ape ( ) Male ( 1 Female ( ) Married ( ) Single No Dependents 

Nearest Relative Telephone No 



Relative's Address _ 



Do You Rent Own Monthly Payments. 

Track Occupation TRPB NO. 

Current Md. Lie. # Prior Yrs in Md. 



What Insurance Do You Carry! Name of Co. 



Employer Tut! Time { ) Yes ( ) No 

Date of Employment Position Salary , 

Type of Assistance Needed 

Explanation: 



AMOUNT Payable To: 

AMOUNT Payable To: 

AMOUNT . Payable To: 

Date Signed . 

Request Taken By 
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LITTON - AMECON 



Sit£: 



Conference room at Litton-Amecon 



Instrwctor: 



Audrey Parsons 



Time: 



*** Work Release 



^ May 29, 1991 - August 26, 1991 
Monday and Wednesday 



11:30 AM -1:00 PM 



Student: 



Non-English speakers who needed to take the MIL standard 2000 test to be 
certified in their jobs. 



Instructor Summary: 

The Litton Workplace class was comprised of 8 employees (3 women and 5 men). They were 
all non-native English speakers. ( 1 Indian male, 1 Asian male, 1 Vietnamese female, 3 Hispanic 
males and 2 Hispanic females.) 

The educational levels of the participants varied from completion of high school with some 
technical training beyond, to one Hispanic female who could barely read and write English. 
She admitted that she copied others' answers on previous tests because she didn't understand 
English. 

The class was conducted during their lunch hour with Litton providing work release time to 
make the class one and a half hours twice a week. The 40 hour course ran from May 29th 
through August 28th, 1991. 

Management was very cooperative in arranging work release time and in providing feedback 
on the employees' progress and problems. Management also was very specific in setting 
goals/needs of the employees. They felt these employees needed extra help in reading and 
vmting English. They especially wanted these employees to be able to understand and take 
standardized tests required for certification in their jobs. The specific test of concern was the 
MIL Standard 2000. 

The motivation of all the participants was very high. All wanted to pass the upcoming 
standardized test and were afraid they might lose their jobs if they didn't. The company was 
downsizing from approximately 2,000 employees to 600 employees. The fear of being RIFed 
was very motivating. The participants were hopeful that improving their English skills would 
help them maintain their jobs. The class provided a support system during this time and most 
of the participants shared their fears of being RIFed with each other and the instructor. 
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Time and location were convenient. Litton is housed in several buildings with entrances and 
exits via security badges. Therefore, the employees seldom left the campus for lunch and were 
happy to bring their lunches to class. 

As the course progressed, some of the participants expressed that they were receiving negative 
comments from co-workers. Their co-workers felt they were receiving favoritism because they 
were studying for the MIL Standard 2000. Otiier co-workers stated if the participants had to 
take a ddss-taUed Workplace Literacy that they must be unable to^read and write and should 
possibly beiRIFed. The ability to discuss these feelings with each other and the instructor 
helped alleViate their anxieties. Tim Edwards, the Division Director of Employee Relations, 
discussed these problems with the teacher and was very supportive. 

By course completion, all students had studied the material covered by the MIL Standard 2000; 
used contextual clues and an index to find specific workplace information; summarized 
government issued text materials; read and discussed unfamiliar parts of the employee 
handbook; vsrritten a job application letter; read want ads; filled out sample job applications; 
written a simple resume; written a letter of complaint; and vmtten a request - for - information 
letter. Each employee also participated in brainstorming the topics "What I'd do if I lost my 
job" and "What job would I want if I lost my job." This exerdse allowed us to talk about future 
education goals and life-long learning. All participants showed an improved and positive 
attitude at the end of the class. All stated they felt they were better prepared to get another job 
if the need arose. 

This was a very successful and rewarding class because: 

1 . The students were highly motivated. 

2. The management was supportive with release time, and they provided easy teacher 
access into the secured building. 

3. Tim Edwards, the company contact, was exceptionally supportive of the students and 
teacher. He always returned phone calls or memos promptly, and he provided guidance 
when any concerns arose from the students. 

4. Litton readily provided copies of materials like Employee Handbooks, memos, and 
standardized tests for all students. 

5. The students truly had needs that could be met by this Workplace Literacy class. 

6. The students gained knowledge, but more importantiy, gained self-esteem. 




CASAS Objective 4.4 - Understand materials and concepts related to job 

training, employment, keeping a job and getting 
a promotion. 



MIL-STD-2000 THEORY 

e. Solder joint formation theory 

(1) Set-up 

(a) Materials to be joined must be cleaned of 
all contaminants otherwise weak spots will 
be formed in the connection 

(b) Work station arrangement 

1) Solder, tools, irons, and any other 
equipment should be arranged for 
maximum ease and comfort during the 
actual operation 

2) Any materials which do not conform to 
MIL-STD--2000 should not be at the 
work station ^ 

(c) An important part of the soldering 
operation is the comfort of the operator. 
Hand rests, as well as the paths used to 
apply tools and materials during the 
operation should be tested in advance 

(2) Flux 

(a) As already discussed, flux is used to 

remove light oxidation from a connection 
prior to soldering 

1) Internal flux is that which is applied 
by flowing out of flux cored solder 

2) Fluxed cored solder should be placed 
in such a position as will allow the 
flux to flow out over the connection 

3) External flux is applied separately 

4) When using external flux, the amount 
should be limited, and should be 
restricted to the area being soldered 

5) As stated previously, whenever both 
fluxes are used together, they must 
be compatible 
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KIL-STD-2000 
THEORY 



REFERENCE 2000; 



Para, 5,5,6 (pg, 136) 
(3) Solder 



(a) One of the keys to successful soldering is 
the proper use of the heat bridge 



1) 



g- 114 (pg,137) 



2) 



The purpose of the heat bridge is to 
transfer heat rapidly to all parts of 
the connection 

a) Solder flows over metal only if 
the temperature of the metal is 
greater than the melting point 
of solder. If the metal is not 
hot enough, the heat will be 
drawn out of th% solder, cooling 
the solder to the point where it 
will stop flowing 

b) The area of contact between the 
iron and the connection is 
critical to the amount of heat 
transferred to the connection* 

A heat bridge expands the amount 
of contact by providing a layer 
of liquid solder 

The procedure for establishing a heat 
bridge is simple. In general: 



a) 



b) 



Lay the solder on the connection 
so that it contacts all 
elements of the connection 



the 



Bring the iron in on top of 
solder, so that as it melts 
through, the iron tip rests 
against all elements of the 
connection 



(b) Application points 

1) The placement of the iron is critical 
to the soldering process* Since 
solder flows along properly heated 
material only, the iron must be 
placed so as to heat the whole 
connection. In general the following 
guidelines apply: 



ERIC 
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MIL-STD-2000 
THEORY 



a) The tip should be placed at a 
point common to the surfaces 
being joined 

b) If the tip is chiseled^ the 
chisel should always have full 
contact with the surfaces 

c) A good angle for bringing the ^ 
iron on or off is 45 degrees 

d) The tip should be away from the 
solder feed point 

e) The tip should generally be 
towards the center of any 
connection^ near the hole on a 
plated-through hole, so that 
heat will flow to all parts of 
the connection 

(2) After the heat bridge has been made, 
the solder should be fed at a point 
away from the iron tip, though always 
on the same side of the printed 
wiring board 

Feed parameters 

(1) Solder feed rate is affected several 
ways 

a) As the solder melts, the heat is 
taken out of the connection. 

The solder will flow more slowly 
and unevenly. Poor wetting and 
cold solder could result 

b) Excess feed rate could also 
result in too much solder 
accumulating on the connection 

c) A very slow feed rate causes the 
whole connection to be completed 
with more heat 

d) An excess dwell time could be 
required before an acceptable 
amount of solder is flowed over 
the connection 
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MIL-STD-2000 
THEORY 



(2) The Other parameter which works in 

conjunction with feed rate, is dwell 
time. Some important points to 
remember about dwell time are 



a) A short dwell could result in 
cold solder, poor wetting, or 
insufficient solder, as the iron 
does not have time to heat the 
whole connection 

b) An excess dwell time can result 
in pad lifting, measling, or 
overheated solder 

(3) Both of these parame^rs have to be 
adjusted with respect to each other, 
and with respect to 

a) Solderability of the surfaces 

b) Flux utilized 

c) Temperature being utilized 

d) Heat transference to connection 
elements 

e) Amount of solder required on the 
connection 

f) Lead to hole ratio 

g) Size and dispersion of 
connection elements 

Flow characteristics of the solder 

(1) Solder will flow across a solderable 
surface until it encounters a less 
solderable surface, or until the 
temperature of the surface drops 
below a certain point 
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MIL-STD-2000 
THEORY 



(2) The important factors to consider are 

a) Cleanliness/solderability of the 
surface, including 

1) Contamination 

.2) Oxidation 

3 ) Porous surfaces 

4) Unsolderable alloys in the 
surface 

b) Heat conduction 

1) Radialrion of the heat from 
the source 

2) Cooling of the surface from 
the melting action of the 
solder 

(3) The adhesion of the solder is 
Important to the reliability of the 
connection. Outward indications are 
used to determine if the solder did 
not adhere to one or both surfaces. 
Some indications are 

a) Poor wetting 

b) Disturbed connection (feather 
lines running in a pattern up a 
connection) 

c) Solder not smooth and shiny. 
Some connections will naturally 
have a dull or grainy appearance 
such as 

1) High temperature solder 

2) Solder connections made on 
gold plated surfaces 
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MIL~STD-2000 
THEORY 



(4) Wetting is one of the most important 
characteristics of a solder 
connection 



a) Good wetting is when the solder 
smoothly merges into the 
surfaces being joined with a 
small positive contact angle _ 

b) Poor wetting is when the salder 
stopped flowing at some point, 
indicating a heat problem or 
solderability problem 

c) Dewetting is a condition seen 
primarily on printed wiring 
boards, where th«r solder flows 
onto an area, then recedes 
leaving a thin coating with 
several mounds of solder 



(e) The removal of the soldering iron is also 
critical to the process. Points to 
remember are 



(1) The iron should be removed at 
approximately the same angle used in 
its application, about 45 degrees 

(2) The iron should be removed at the 
same time that the solder is 
withdrawn 



a) If the solder is withdrawn 
first, the solder on the 
connection will tend to 
overheat, and could follow the 
iron as it is withdrawn, leaving 
a spike 

b) If the iron is withdrawn first, 
the remaining solder will cool 
quickly, and not flow out 
properly. It is also possible 
for the solder to stick in the 
connection, requiring a reheat 
(which would require inspection 
and approval to remove) 
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MIL-STD-2000 
THEORY 



(3) During the removal of the iron and 
solder, the connection will pass 
through the critical plastic phase* 
Any motion during this phase could 
result in a disturbed connection 

a) Using eutectic solder limits the 
• plastic phase. However, ^due to 
changes occurring to the alloy 
during the process, a small 
plastic range may still exist 

(£) Step soldering is a process used for 

interfacial connections on non-plated- 
through holes* This is the only time a 
solder connection would be soldered from 
both sides of the boArd. Each side of the 
board is soldered independently 

(1) When installing clinched wires in 

plated-through holes, step soldering 
should not be used 



REFERENCE 2000: Para. 5.4.19 (pg. 116) 



(g) Post solder cleaning 

(1) When hand soldering, the time from 
the completion of the connection 
until the final cleaning is performed 
may be extended by the use of interim 
cleaning methods 

a) Explain the interim cleaning 

methods in use at the facility 

(2) The final cleaning must be performed 
within one half hour of the soldering 
operation, unless interim methods are 
used. In the latter case, final 

cleaning must be performed by the end of 
the shift 

a) Explain the cleaning process in 
use at the facility 



ERIC 
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MIL-STD-2000 
THEORY 



The final inspection will be performed by 
Category D personnel on the floor, but in 
the classroom an inspection should be 
performed with the following characteris- 
tics in mind. An awareness of these 
defects on the line will also allow^the 
operator to correct any bad habits as they 
develop 

(1) Solder quantity 

a) Too much solder occurs when the 
solder obscures the outlines of 
the wire or lead, when it exceeds 
the boundaries of the connection, 
or when it has a convex appear- 
ance w 

b) Not enough solder occurs when the 
wetting does not extend to the 
periphery of the pad, when the 
fillet undercuts the lead or 
wire, or when the colder 
depresses into the plated-through 
hole more than allowed 

(2) Fillets 

a) Solder fillets should extend out 
over the entire connection, and 
should not undercut the lead or 
wire. The fillets should have a 
concave appearance 

(3) Wetting, as has already been 
discussed, is a prime indication of 
the quality of the connection 

a) Good wetting is indicated by the 
solder flowing over the entire 
connection, with a small 
positive contact angle between 
the solder and the surface to be 
joined 

b) Poor wetting appears as an 
irregular solder flow, or a high 
contact angle between the solder 
and the surface being joined 
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MIL-STD-2000 
THEORY 



(4) Other defects which should be checked 



for 


such as 


a) 


Points, peaks, or icicles 


b) 


Pits, holes, or voids 


c) 


Rosin connection 


d) 


Contaminated connection 


e) 


Dirty connection 



(4) Solderability 
Para. 5.4.4 {pg.107) 

(a) Definition - the ability of a clean metal 
surface to readily accept solder 

(b) Acceptance criteria - 95% tinning coverage 
after testing 

1) MIL-STD-202, Method 208 

2) MIL-STD-105, Inspection Level S-2, 
AQL 1.01 defective 

(c) MIL-STD-2000 requirements 

1) Component leads, terminations and end 
caps must be solderability tested 
within 30 days of receipt 

2) If more than 120 days elapse before 
use, the items shall be retested or 
shall be hot solder dipped to provide 
a fused coating with a minimum 
thickness of 0.0001 inch (0.0025 mm) 

3) Solderability shall be tested after 
tinning using MIL-STD-202, Method 208 
(including steam aging) and the same 
sampling plan 
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MIL-STD-2000 
THEORY 



3. Certification 5.2,1 (pg. 48) 
a. Eligibility 

. (1) Must be certified prior to soldering or inspec- 
tion according to the requirements listed in 
MIL-STD-2000 para. 5.2,1 pg, 48 

(2) Each individual must have a certification 

visibly displayed at the work station or on 
his/her person 



■ 
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CASAS Objective 4,4 - Understand materials and concepts related to job 

training/ emplo3rment, keeping a job and getting 
a promotion. 



MIL-STD-2000 MATERIALS 



OPIKATOK CIKTXriCATIOH COUKSI 
NXTtRIALS 



UFEKENCE 2000: Para. 4.10.1 (pg.f) 
(1) Soldar 

( a ) Background/thaozY 

1) Soldarlng ii a procaii which bondi 
two ■•tall togathar vlth an alloy 
which conducta alactrlcally 

2) Soldering la a chaalcal reaction 
batwaan tha aatala and tha aoldar 

3) Soldering la an Ideal proceaa tor 
atandard alactftcal connactlona 
bacauae 

a) The proceaa la nondeatructlve of 
the alaBenta of the connection 

b) The proceaa temperaturea can be 

controlled to prevent damage to 

component a 

c) A well-Kade connection la reliable 
over an extended period of time 

(b) Eutectlc aoldera 

1) A particular alloy la •utectlc If It 
•elta and aolldlfle» at the aane 
teaperature 

2) Moat aoldera paaa through plaatlc, 
Intemedlata range between aolid and 

liquid 

3) It la In thlB region that ■ovement 
cauaea disturbed connactlona 

4) Cutectlc alloya llailt dlaturbed 
connection* 

(c) MIL-STD-aOOO requirementa 

1) The MIL-STD-2000 referencea another 
document, QO-S-571, for the requlre- 
aenta on aolder 
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MIL-STD-2000 
OPERATOR CERTIFICATION COURSE 
MATERIALS 



Applications 

1) Soldered surfaces must be cleaned 

within 30 minutes ol solder solidifi- 
cation 

5.4.19.1 (pg.ll6) 2) If interim cleaning methods are 

utilized, then cleaning may be delayed 
after soldering operations are completed, 
provided that the final cleaning process 
removes all contaminants 

(d) MIL-STD-2000 requirements 

1) Solvents or aqueous cleaners shall be 
selected for their fbility to remove 
both ionic and nonionic contamination 

2) Solvents or cleaners shall not degrade 
the materials or parts being cleaned 

3) Lists of approved solvents and clean- 
ers are shown in Tables I and II 

4) Other solvents and cleaners shall be 
approved by the Government Contracting 
Officer 

NOTE: DIRECT STUDENTS TO TABLES I AND II OF MIL-STD-2000- 1 AND COVER 
NOTES 

(e) Precautions - review safety and handling 
precaution particular to the company's 
installation and cleaning methods utilized 

REFERENCE 2000: Para. 5.3.4. ,5.3.5, and 5.3.6 (pg*56) 



(c) 
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MIL-STD-2000 
OPERATOR CERTIFICATION COURSE 
MATERIALS 



(b) MIL-STD-2000 requirements 

1) The specification referenced for flux 
requirements is MIL-F-14256 

2) The. only fluxes allowed for general 
soldering are type R and RMA 

3) Other types may be used for tinning 
with approval 

(c) If an external flux is used with a flux 
cored solder, it should be of the same 
type 

para, 4,10,4 (pg.lO) ^ 
(3) Solvents and cleaners 

(a) Purpose 

1) To remove ionic and nonionic 

contaminants from soldered surfaces 
and to prevent corrosion 

(b) Types 

1) Polar 

a) Removes ionic contaminants from 
soldered surfaces 

2) Nonpolar 

a) Removes nonionic contaminants 

3) Bipolar 

a) Removes both ionic and nonionic 
contaminants 

b) Types 

1 ) Blends 

2) Azeotropes 

c) The best cleaning process uti- 
lizes a Bipolar vapor degreaser 
with a deionized water rinse 
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MIL-STD-2000 
OPERATOR CERTIFICATION COURSE 
MATERIALS 



2) Normal temperature solders are Sn60, 
62, and 63 for normal temperatures • High 
temperature solders Sn5, 10, and 96 
may be used if the drawing specifies 
them 

3) The form of the solder is optional 
i.e., wire, paste, preform, etc. 

4) The core of flux cored solder must be 
type R or RMA 

(d) Precautions 

1 ) Contamination 

2) Personnel safety 

a) Avoid inhalation of vapors from 
the solder process 

b) Avoid contact with hot solder, 
or solder splatter 



REFERENCE 2000: Para. 4.10.2 (pg.9) 



(2) Flux 

( a ) Background/theory 

1) The primary purpose for using flux is 
to remove light oxidation 

2) Flux also prevents re-oxidation and 
aids the wetting action of the solder 

3) Oxidation is a normal process which 
occurs in metals exposed to the 
atmosphere 

4) The layer of oxidation does not bond 
readily with the solder, and results 
in poor solder connections 

5) The heat from the iron activates the 
flux, causing it to remove the 
oxidation layer 

6) Flux is not a general cleaner, and 
should not be used in lieu of 
pre-cleaning 
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CASAS Objective 4.4 - Understand materials and concepts related to job 

training, employment, keeping a job and getting 
a promotion. 

HI-REL TEST 



Hl-REU TEST 5 NAME* 
NOVEMBER 9.1989 DATEf 



1. Rework of un»*ti»f*ctory connect ion» »h*ll» 

* a. ©• p»rform»d only by in»p»ction p»r»onn»K • 

_^ b. Not b» p»rform»d until inspection p»r»onn»l h«v» 

docuff^entBd th» discrepancy. 



Not b» performed until MRB h»» d»t»rmin»d th« proper 
iti»htod of r»work. 

Be performed prior to in»p»ct ion. 



The r»««on you required to wear finger cot» or cotton glove* i» 

t.oi 

' *. Protect the finger* of the operator. 
b. Prevent damage to the a»»effibly 



Prevent physical contact betweeo the surfaces to be 
•oldered or coated, and the bare hind*. 

Assure electrical Insulation. 



3. Magnification aids for other than soldered connections shall be: 
a. SX or greater 

b. 4X to lOX ir.agnif ication power. 

c. 2X to 4X magnification power. 

d. At least 30X. 



4. The ir.agnif ication power used to inspect soldered connections must 
bet 

«. 2X to 4X magnification power. 

b. 4X to lOX magnification power, 

c. 4X for inspectors and lOX for referee purposes. 



d. Of a focal length at least 2X the eye to lense 
working distance. 
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Training and certification of categories D, E, and R is primarily 
the concern of the? 

a. Category A (contractor), 

b. Designated category B. 

c. Category C 

1"* d. Category H. 



The inspection after soldering is performed bys 

a . The operator who performed the operat ion • 

^ b. Any operator who was not involved in the initial 

so 1 der i ng . 

c. An inspector certified as category 

^ d. An inspector who is authorized by the category D, 



Which of the following situation(s) require recert i f icat ion of the 
operator? 

a. Decline in proficiency. 

b. Implementation of new techniques. ^ 

c. 12 months have passed since last certification, 

d. Any of the above. 



If you have already recieved your certificate, and you fail to meet 
the vision requirements, the following will occuri 

*. Recert if icat ion with less visually oriented 

techniques. 

*b. Addition of Category R (restricted) designation to 

certificate. 

c. Revocation of certified status, 

d. Review of performance and proficiency. 
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Rework c*n be performed s 

j^. When the operator recogni zes a defect which will 

lower reliability, 

b. By inspection personnel, only, 

*^ c. After inspection personnel have documented al^ 

defects. 

d. When the defect has been documented by either the 

operator or the inspector. 

The proficiency of each operator is reviewedJ 

a , Per iod i cal 1 y , 

^ b. Continuously. 

c. Quarterly, 

d. Monthly. 

, As an operator, you will check your iron for the following 

problems: Oxidation of the tip, corrosion, wrong type of iron or 
tip, and poor performance. These checks must be made every: 

a. Hour, 

b. Day, 

c. Week, 

d. Month. 



Solvents and cleaners should be selected for the ability to remove 

, a. Light oxidation. 

b. Ionic contamination. 

c , Non- i on ic con tarn i nat ion . 

d. Both ionic and non-ionic contamination. 



National Workplace Literacy Program 



13. On fldtpacks the Iccid terminations shall: 

Not have a fillet which extends up the lead beyond 

the hee 1 • 

b. Be positioned so the lead does not overhang the side 

of the pad. 

— > 

^ c. Always be seated on the terrrii nal ' area for the full 

length of the pad. 

d. Be positioned so that the lead does not overhang the 

toe of the pad . 



14. When wraoDing a wire to a turret terminal, the minirriurri amount of 

wrAp required iss 

a. 5/4 turn. 

b. 1/2 turn. 

' c. 1/4 turn. 

d. 1/8 turn. 



The minimum inside bend radius on any formed lead shall bei 

a. 1 1/2 times the lead diameter. 

b . One lead d i ameter . 

c. 1/S inch. 

d. 1/16 inch. 



16. Tools permitted for the removal of insulation from stranded wire 
are: 



a« Thermal or precision mechanical strippers. 

b. Round nose pliers. 

c. Wicking tweeners. 

d. Shear type cutters. 
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17. Birdcaging of wire strands is: 

. ^* Acceptable if there are no broken strano^, 

^ b. Never acceptable. 

— c. Acceptable only if the wire is teflon coated. 

.> d. Acceptable if the inspector clears it. 



IS. Wiras or stranas shall not exhibit nicks, cuts, scrapes, 
stretching, or other observable darriage in excess of: 

cx. 10'/. of the original diarr.eter of any strand. 

b. 15% of the original diameter of any strand. 

« 

c. 5'/. of the original wire diameter. ' 

d. OX (No damage is acceptable). 



19. When you are forming component leads, you should not damage the 
lead more than: 

a, 5% of the lead diameter. 

b. .060 inch of the lead diameter. 

c. 10% of the lead diameter. 

d. .001 inch of the lead diameter. 



^'^^TIhJT^.I''^'''^ * prepared wire for damage to the insulation, which 
Of the following is not a cause for rejection?: 



Gouges. 

b . Ragged edges . 

c. Charred insulat ion. 

d. Slight discoloration- 




The minimum lead bend radius of manually formed component leads 
shall be: 

a. 90 degree bend. 

b . 3 1 ead d i amet ers . 

■ ^ c- 1 lead diameter. 
^ d. As required by application. 

"he <=pace between the insulation ^.nd the solder connection shall 
be': 

a. From flush to '3 times the diameter. 

b. From one (1) wire diameter to 3»wire diameters. 

c. From visible clearance up to 2 wire diameters 

( including insulation) . 

d- 1/16 q 1/32 of an inch- 

The minimum distance from the component end seal to the start of 

the bend is: 

a. 2 lead diameters or .030 inch. 

b. 1/8 inch. 

c. 1 lead diameter or .030 inch. 

d. 1/16 inch. 

, What is the allowed toe overhang when soldering a flatpack lead? 

a. Flush to toe-end only. 

b. 257. of the lead width. 

c. One lead width. 

- d . . O30 inch maximum. 
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The maximum protrusion of a stud termination (type III clinch) is equal i 



a. The radius of the pad. 
.060 inch. 

c. 1/16 inch. 

d. TMice the lead diameter. 



26, Axial leaded components, which are not supported, must be mounted 

close to the board, within? 

"a. 0.005 inch. 

b. 0.015 inch. 

c. 0.001 inch. 



O. 050 inch. 



« 

27, When making a full clinch, the lead is bent over from the upright 
position a total of: 

a. 15 to 45 degrees. 

b. O to 15 degrees. 

/ c. 75 to 90 degrees. 

d. 45 to 90 degrees. 



28. The length of a clinched lead must be at least: • 

a. One pad diameter. 

0.060 inch. 

One-half the pad diameter (the pad radius) 
2 lead diameters. 



b. 




29. Before Assembly, a printed wiring board must bes 

inspected. 



a. 
b. 

. c. 
d. 



Pre-c leaned . 

Oven-dried. 

Al 1 of the above, 



50. If a component cannot be positioned such that all the markings are 
visible^ 'the first priority should be given to markings which 



ind icate: 



a. Part value. 

b. Part type. 

c. Polarity. 

d. Traceability code. 



;l. For solder to wet properly, the area to be soldered must be clean. 
Foreign materials may bo removed by solvent cleaning. Light 
oxidation on the surface is removed by the fluxing actions 



a. TRUE 

b. FALSE 



32. Each solder connection should be completed in no more than 5 seconds: 
a. TRUE 

b. FALSE 

33. The primary reason for tinning stranded wire is to minimize in-process 
oxidation, improve solderabi 1 ity, and hold the strands together. 
a. TRUE 

b. FALSE 
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MIL-STD-2000 TEST 4 
( cont inued ) 



page 



Wires or strands shall not exhibit nicks, cuts, scrapes, 
stretching, or other observable damage in excess of 
5:: of.Jihe original diameter of any strand. 
- True 



Falce 



36, 



The end cap of the chip device shall extend onto the terminal 
area a minimufTi of 0.005 inch. 



True 
False 



37, 



Condensation reflow systems (vapor phase reflow) is a primary 
way to solder SMT (surface mounted devices). 

True 



False 



38. Birdcaging of wire strands is acceptable only if the wire 
IS teflon coated. 



/ 



True 
False 



39. Chip devices mounted on terminal areas with 15 to 207- of their 
width overhang is acceptable. 

True 

False 



40. 



When forming component leads, no more than 10% of the lead surface 
can be damaged: 



True 
Flase 
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CASAS Objective 4.1.6 - Interpret general work^related vocabulary (e.g. 

experience, swing shift) 

STANDARDS 



Terms and Definitions for 
interconnecting and Packaging 
Electronic Circuits 



HOT£ Tht ttrm ORIGINAL mty bt ustd loprtltct tny oflht 
tfrallmg or phologrtphiC-lOOl Itrms uttd htrfn lo d<Si<nguiSh 
ihtm from cop««» Thai may be mtdt iht Original « not 
usually uttd in manutaciunng proctSStS <n Iht tv«nl • copy 
fS mtdt <1 mu»t b« ci tut<iC(tnt tccurtcy (0 mtti tht mitn^ad 
Purpost for Iht copy to On tht ntmt Ol int dtlmilions 
otscriptd btlOw Other tditcitvts mty tiso b« uStd 10 h«ip 
daacrit>* tht hmd of copy, i.t . nonsubit Ui gtntrtnon. 
rtcord ate 



AcctpUnct Itsia — Thota i«si» dttmtd rvacatsary to da- 
ta^mir^t accaptabiiity of product and a» agretd to &y pur- 
cftaiitr and ^ndor 

Accaaa Holts — A ho«« cr aanas of ho^ts m aucctssiva 
Uyfs c< a muhiiayer board Thtse holts providt acctss to 
the tulact of tht land m ont ol Iht taytrs Of (ht boa^d (Sat 
Figurt 1 ) 









ACC£» MOLt 











FiQura 1. AfiCtaa Holt 

Activating — A traaimanl tha^ rcndari nonconductiva mate* 
rial rtcepiivt io aiactro4ass dtposmon. (Non-prttt^tad ayno* 
nyfT\» "Saading." -Catalynng." ar«J *'Saniiii2ing*') 

Atfiltiva ^focau — Aproctu \v otta<nir>gconduCl<v« pai- 
larns by th« aataciiv* ^pot>t«n ol conductivt maitrial on 
Ciad 0* unclad baaa matanal. (Sa« ado "Sami-Addiuv* Proc* 
•aaai ' and "Fuky-AddiUva ^rocaaa ") 

Adhation ^romciton — Th« chamicai procasso? prtpanng 
• piastiC aurtaca to provtda fof a uniform, waii-bondad'matau 
licovarplaia or loii 

AmtltM — Tha surrounding anvironmtni comir>g imo COn- 
lac: With tht sytltm or componam in quatdon 

Anchortng Spura CicltnSiOns ol lha lands on pnniad wif* 
Kig titand'^g b««^aath a covf layt' to assisi in hoid>ng tha 
tendi .0 lha easa mattrial 




F»9unt 3. Lands With Anchoring Spurv 

Annular King ^ Thai ponion ol conductivt malarial com- 
pltiaiy aurroundmg a hola 

Arc Ktalittnct ^ Tht rts<si«nct of a mattnai to Iht tntcts 
ol a high voltagt to« curttm arc {unda^ prtscribf 6 condi- 
tions) pasamg across tht surlact oi tht maitriai Tht rtsist- 
arict It staito as a mtasurt ol total a'apstd timt at thai 
voitagt rtQuirtd to form a conductivt path on tht surlact 
(mattrial cart>onatd by tha arc) 

Aftworli — An accuraitlyscatad conliguration whiCh ti usad 
to product ina Ar^virork Masitr or Production Ma:»ttr (Stt 
f iguft 3 ) 

An worit Malta r — An accuraitlyicattd (usually 1 .1) pattern 
wtiich la ustd to product tnt Production Masitr (Sat Figurt 
3) 

Aaptct Ratio — A raiio ol tht kngth or tfapth of a hoit to its 
prtptaiad diamtttr 

Aaatmbly — A numbtr ol pirts or s^jbassamblits or any 
combinaiion tNtrtot }Oinad logathtt 

WOT£ Whtn this tarm is uatd m coniunciion with oihar larma 
taiad htram. tha following dafinitions shatt pravaii 

• ^rtmad wiring taatmlity — a prmttd winog board on 
••hiCh aaparaitiy manufaciurad compontms and parts 
hava baan addad 

• muUllayar prlnttd wiring aaaambly — a mufulaytr 
P'lnted winng bo«*d on whiCh atoarait'y manulactu'td 
compontnts and pans havt bttnaddtd 
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CASAS Objective - Interpret wages, wage deductions, and benefits, 

including wage informational charts, pamphlets, 
and forms 

WORK SCHEDULES 



2 work Schedules & Absences 



2.1 imicjJto% 

{Sl¥ DV 302) 

Amtcom't polkry ^ Cii •mpJoyMS c^oig* tht¥ nm« 

lo lt>« Job on <*Wch w^iy wo<V TNi it on ob»olijl« 

rvcofdt orxS c^orgei his o* h«f Hrn« to frt« Job Of trK)**cl 
occouni coOe on wtiich h* of th« wortu ond lignj 
tlnr>e co'd to offcsl to cofl«ctn«is o( lh« •ntrwt TNs it 
dooe doity o» th« woA progr*u«s. f>ot m advonc* 
(•xc*pl fo4 #siimoi*t o( fiUoy houn) ' 

kx>cctxoi» lobo< chorging is o v4oiohof» o< lh# k>*' Th# 
U S Gov«mm«nt often r»go;ds nn i^gntng ot tncofl»ct 
time coids os o F*d«foi ct<m« coniittuting o Ioim clokn 
ogomst m« govtmmeot INs coo tubjecf ft* •fT^oy»« 
ond lh» Componv to crtmlool on<3/o» cMI choigtf 

Vtoloiioni o< mij policy will rttutl n dKciplkxxf ocHoo m 
occo*<ionc» >M^t\ DV 105 ond OV 21 6 

DtloNt on tx>w lo mi out hme cords, wim tanv^l««. or* 
ovoilobi* from yout »up«ivt$ot ond in DV 302 •4*:h your 
«up«Mtof wdli i«l you rtod and copy 

*Efron n tU% ♦illnxrttd chorgw mui^ b« coft»c*»d bv 
wmg o Lotoof Adjuttmen! Cord Sm Section 4 o< I>/ 302 



1^ HOURS Of WOKK & PAYDAY 
(R«f DV 223) 

Hours woA Of e cJ«iefmln«<j kom «mt lo t*T* by ttw 
CofTjpony AJ pftstnl. ttrm houn o< woA om ot follows 

SM1 1 - m« doy shrt ~ li ony sMI tfortlng b*twt*n 
300 AM ond 1059 AM Th« slorxlafd day shff Ot 
Amecom b«gins ot t«m#* 7 1 5 AM Of 8O0 AM ond •TKli 
ol tBh« 400 PM Of 500 PW. r«ip«c?K«ly 

Shift 2 ~ lT>t ivdng sNfl — Is ony thll stotimg b«tw»en 
11 00 AM ond 659 PM Ash« pf«mJum o< 101 o* bos« 
hourty rol# ii paid 

S?* 3 - giovtyofd ih« ~ it ony shr Horttng 
between 7 OOPM ond 2 59 AM Ashr pftmium o< 1 5\ 0< 
bot« hourly iol« It poKl 

AJl wortc ihfts or* t^hi houfs plut m*artJm« Ih* 71 5 AM 
»hin f>Qs o 45^inute lunch houf . ond th* 100 AM shin o 
AO^nut* lunch hou. obool mkJwy ttvoDflh th* doy. In 
occordOTK* wMh ich«dul*t •stobiith»d by •och 
dtportrn^m h conjunction with H» in odOltton. oM shits 
or* •ntidtd to two r«sl periods of 10 n^utes eoch. token 
rmovvoy through eoch hoH shift 



itpi i i wg AbienoeifciwwWwfc^tyi^tjrobwicewqi 

not preononged with yooi super>^of . you musl noify voor 
lupeMtor no loter thon X minutes ofter the beginning ot 
your work shit ftxjt yoo ^1 be obteni ond the feoson tot 
your obsence I you to« to co<TC»r wtth this requirement, 
there moy be o toss tn you pay I H 15 repeoied ogoin. 
dtfdpitnorvocttonwiiiiesutt Please lefer to OV 2^6 lor 
odditionoi inkxmotion 



r — Employes art poW eoch ThundOy for wortc 
performed the previous weeic 



24 IHClfMlKTWUTHlR&OTHCREMEtOENCIES 

(RerOV23l) 

Regulor wofUng houn wdi be obte'^d except in coses 
of ejttiemety tewre weather or ottVK emergency 
•Kuotton* I a decision to dose the pioni is mo<le before 
7:00 AM. tti* Vice Preskieni of Humon Resources win 
orronge to her* onnouncements mode by rodto stotfons 
WMAl-AM (630). WIOP^ (1500). FM (102 3). WASHW 
(97.1 ); ono WGMS^ (570). fM (1 03 5) 



2^ OVttTtMIPAY 

(RefDV209. 210) 

Nen-ixempt tm p te yiti — Ml non^xempi employvet 
ore required by tow lo leceKe oddttk>r^i pay tor t>ours 
wortied beyond 40 hours m o worti we«k (Mondoy 
through Sunday) for moft employees Soturdoy orxJ 
Sundoy ore thetr normol doys oft. but tome employees 
hov» ott>ef normol doy» oft from worV In such coies. 
Surtdoy lefen to ftte iecorx5 normal nofmorUng ctoy 

Time ond one-hott Is pokJ lor houn wonted 

e m excess of 40 hours m o stondo'd wortc w«ek 

• on o Compony holidoy. regofdiess of totol houn 
wortced In the wort vi^k (in oddti^on to regulor 
pay receN«d for the holldoy) This onty opplies to 
fOli-time octfve en^oyeet 

Doubte pay Is po(d tor hours worked 

t m excess of 12 consecmtvetwun (not Including 
meal pertods) 

• on Survdoy. wt>en tt>e faUowirvg three cofkdlttons 
ore mei 

— tour or more tKkufi ocluolly wortced on the 
previous doy. ond 

— tt>lrty-slxhoi«wc: ..d during tt>e ryymol 
working days of tt>e slondord work week. 
or>d 

— loloi t^oua wQfked during slondord work 
vieeii ore greoier thon 44 hours 
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CASAS Objective 4.2 - Understand wages, benefits, and concept of 

employee organizations 



PAID LEAVE 



Mr •o^of ycxx M clgnt y»ori o( conNnuoui mMm al 
Am*con^ you wrfii Cf«dn«d wim I hcurt p«t monfh. or 

Oov« pold vocottoo o yvor (96 houn).Ffomnln« 
yan to twvrvty ywon cor^Mnixius MMct. you i«o*K« 
>n houm p«r nronm. or ^••r) do/i paid ^rocoHon o y«or 
t120 iXHift) Coch y»or ?ri«ftan«r. you wfll f»c«K« 1X3 
hour* iJtf montn. or hwtnty day* pokJ vocotKjo o V»or 
(160 hours) Ih* opprocrtol* r>umb«r C hours it ocKjgiV 
CJ«dK«d your >ocatiort occount ^ach wMk and may 
tsm used OS soon ot •om«d. I your tup«4v4sor ogmm. 

Th« orr^our^l ol vocatton {oorw tlrrw you how 
occumufaltd wfii b« r>ol»d on •och cf your poycfwcJu. 
Ih« moxinnum omounj ot \\mt you may occumulo** k 
hfAc% your v*Orty toiol 

You moY orroogt 1o hov* pert ol your vocottor^ botofx:* 
In cosh w!-»n you tok» o vocoWon. In omounts •qud to 
ftO\ofltt«wocotk>nHm«youlak* Suppose, for Mompt*. 
ttxit you hcM 10 hours occumufa4«d vocofton t«cM*. I 
you toll* o 009 w k vocotloo (40 hours), you rrxiy 
i«Qu#4} o vocottoi poyc«oC20houn(50\oi40hoofs) 
tNs will l«av« you on occumuicMd vocolton l«av» 
t-cionc* o( 20 hours All wqutttt for vocolioo poyoli 
nnusi co%«r »««4ity p«Aods of vocation 

M%t you ho>* ftochtd youf maximum omounl ol 
occumuial«d vocation t«av« ttm«. you outomorticalty 
«flt( b« po<d ot tor on« yvofi vocation ttrr^ fyouwtshto 
rrwintoin m« moxlfnurn ornounl ol vocation hours, you 
must notty Rnanc« In wrtttng at (•oil two wki In 
o<M3nc* of ivocNoQ m« moximum omounl of l*av«. 



SJ fAiD UAVI - IXEMH Pf KSONHtL 

(R«(OV222) 



a«mp( •nvpioyMt. und*r o*(to^ condmoru. moy b« 
9'004f d o^onc# potd w4i<n tfi#y h^^ usvd up 
lh*lr occiucd po<d l«afv*. but on)y \Mt)«n f*quir*d for 
p^rsonoi liintu or injury. ff*qu»ttstor o<tvonc« >«ov« 
must b* hond)«d thiough your sup«Msor Af»y ocNor>c«d 
(•CNV must b« mocM torn fu(ur« occumuiotfon or torn 
ony vocatton boianc* du« you upon t«rmtnatton 

I your abi«nc« Itom work tor p»rsorKH INn«ss or Injury is 
longtt than wtrmn coos«cutN« cot«ndor days, you must 
fvpon lo th« Occupottonoi H*aitn Nun« for cl*aronce 
b«tor* going bock to wortc V your ot>s«nc« from worV Is 
tor^gr thon tourtMn cot*r>dor boys, you must hav« 
*rtttt«n c(«Ofonct to worit fiom your dodor or phystetan 
You must g»w* this to the Occupattonol H*ailh Nurs« 
%Hh»n you i»tum. 



l.« 9tCKLiAVI-NOH«IMPTWaONNfL 

(R«fDV2221) 

Stole )*crv« oilowonc* Is provto*d tor non^x«mpt 
♦mptoyMs Mvho mus^ b* obs«nt b«cous« of norv 
occupottoTKii l(ln«is. occktonl. or m#dlcal or denial 
trtatmtnl Stek t«crv« occumuiot«s at th« roi« of on* 
hour p9f w««k storting vrffh ttm frst full wMk of 
•fnploym*nl ond Is usobl* os soon oitiH occumulat»d 

V your obs«rK« from work is >or>gtf tfKjn s«^n 
cons»cutlv» cottndof doys. you fTHiii report to tt>« 
Occupattonol H*attt\ Nu(«« tor cl*oronc« b«tor« go<r>g 
bock to work tyour ab«#oc* from work U longtr than 
fourtMO cotondor days, you must, on yout r«tum. proxid« 
th« Occupotiorval H«oith Nurse wtth o wrtfi^n cl«aranc« 
torn your doctor or phystetan 

I you occumulol* moce thon 104 hour^ o( Sick L*av«. 
you will bt poid lor tr>« •xctss houn ai tt^« •rxi ol ♦och 
coi9ndorv%ot 



Th* solory of o ful1-tvT«. octtM •xvmpl •mpfovM may b« 
moJnloln^d. w«h It^ approvoi of tt^ luptrvhor. durtrtg 
o&s«nc»s kom work mtulting kom ttim following 
p*aor>ol ilinMt or k^ury. p«rsonol buslo«M. scrtous 
mnti or kVory to o mtmb«< of tt>« knm»diot« fomJty. or 
«An«is duty 

You or* c«vd1t«d wnt> 64 houis dpoto l*av* b«n«4ltt lh« 

doy you ttort on tt)# payro't ond on oddrtiofxsl 6i hours 
upon«ochonr*%r>otYOfyoutUnon Wf»Dol« (fft^doy 
you stort wo<k ond your imon Hir» Dote or» d«!»r»nt. o 
pro-roltd porton of th« 6i hours Mil b« crvdrivd wt«n 
you sioi* work ) You may uM your \%w ot soon os H is 
ci«dn*d 

The'* is no JirrvB to th# omounl ot thol you may 
occumufoi* Thvre H t>o paymeni mod* tor unui«d 



1.10 OTMIK ^AJD ilAVI 

(R»(DV220) 



Arr«com may gronl l*av» to fuH-timt. octi** #mpiovMS 
to» tr« tol'owlng r»osoni. in occordonc* wttn tn# 
HmHoltoru Mtoblishcd b«low 



Cous« •! AI>s«rtM 


MaxJrmim Tlm« ^id 


••rtcvtmeni 


3 days p«» occunenc* 


Jury Duty 


30 days ^vvry 2 y*ort ((#ts 

Jury duty poy) 


Miiltory Ttoloing 


lOdo/s p*' v*or(i*» 

miiBory pay) 


Voting 


2 houri per election 



CASAS Objective 4.4.4 - Interpret job responsibilities and performance 

reviews 

PERFORMANCE APPRAISAL 



PERFORMANCE REVIEW FORM 



Employee Name (Last. First. Middle) 


Employee No 


Title 


Depanment Location 


How long fus employee 


worked for you? 


Raters Name (Last. First. Middle) 

. ■ \ 


Title 



RATING SCALE 

5 X Superior 
4 » Good 
3 = Adequate 
2 « Poor 

T » Unsattsfacto7 
NO = Not observed 



Outstanding performance that greatly exceeds job requirements 
Perlormance meets )ob expectations and generally exceeds them. 
Basic job requirements are being met 
Perlormance 1$ below job requirements. 
Performance ts unacceptable. 
Perlormance not observed. 



Circle the rating that most accurately describes the employees performance for each of the areas listed. 



BATING FACTORS 



TECHNICAL FACTORS— Consider the level o( skill or job 
knowledge demonstrated by employee 



MT1NG (Circle one.) 



1 



WORK QUALITY— Consider neatness, accuracy, thoroughness, 
and how well employee grasps and follows instructions 



WORK QUANTITY— Consider whether employee uses time 1 2 3 

efficiently and effe ctively. 

RELIABILITY— Consider employee's timely completion of tasks i 2 3 

and follow-through on all tasks. 



ATTENDANCE— Consider punctuality, number of work days 
missed. 



COOPERATlON--Consider employee s ability to get along and 
work well with other?. 



PARTICIPATION— Consider employee's overall interest. 
Initiative, and enthusiasm shown in work 



NO 



NO 



5 NO 



5 NO 



NO 



NO 



NO 



COMMENTS 

Comment on any rating that is Superior or Unsatisfactory These comments should give examples of the 
employee s specific work performance and should Illustrate how good or poor the performance is. 



Raters Sipnaiurc 



Date 



3n th;$ review form, the crilerii for eviluition include lechnicil factor*, 

>vork qualit). work quantit>-, reJiibilily, niendance, cooperation, and pa'nicipali- 



Succeeding tt Work IIJ 
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CAS AS Objective 4.1,3 - Identify and use sources of inf onnation about job 

opportxmities such as job descriptions and job ads 



WANT ADS 





m>; aw* ■ V mil 



ACCCXKTS PAYAAi OJm 



HOLM*. V* nMi 
ICTWT 



ACTIVISTS 

GETAREALX)B 

KAHtONT 
LKS CNVHONMCNTAUST 

GREENPEACE 
ACTION 



202-6677814 



CAREER 

& SUMMER 

JOBS 

ENVIRONMENT 

W«tk v«(h US MG, Nt* 



CAmOt»«.L 
COLUGt #A<H( 

301-927O035 



Sondy. 



t-*Ji.MO«-THliat 
ClMC e«f Kl MS* 




•TTMutT 

N 111 r». 101 fItrIM *«« HW. 

w«Mi»titwoci«m toe 



ATTORNEY 



•Ml M«n t rr». « 



M«» AMI t (Mulrt^l !• 

Ilvti* Car MMf. tftM* 



auf6M6T AWitNYici 
Mw Cm** ka«« •>•« lam 

€h** tt««4Ui Caa lar aaa*. 

mmjm 

TIMWt.I*OM MOr W«MI 



AUTO CASHIER 

Sport PontMX Jtfp Eo^ 

, ^. 



auto »4i •4lc1o*-AaSr 
aiM'tat^cM Ma>a-««nMf ax»« 
Oaaa Mat* racara 4 aitMtM 
a*'! mm«c» tm*«»Mt\ w«ta 
fta*« Nfo* (aMTM araa^ni- 
Ha«w itiat a*« aa«iT la wia««a* a 
»«K^» aa«<a)w •»«•* aa* 
MO 4 aa-vwi •HH> 

aa*** Par <**««f<Mai 
Ml an ~" 



an aia«' fca«<» a* "♦•'a^' H 

IW a •a M«r||i«>^ M* (r« 

m^*^ tf a -t"***** I** 
• laK*' la n<**a titiKft Mtar* 
M^> •(•*r m aa<"i< ta m«M>tw 

4 c*nihiv«vtK w** 
M«i tfe* at at i 
^a«»aa a<t ^^*a»i 



<»««n RackiM MO <k 

~i "a >a» 



auT6 MlCH-maa t*H* >aMH 
(••i 4 MO }ia<« niaat Pa* W'ta 
•««•»** saMta M la 



AUtQ |MtCM-«tf> ««un-t ag<a 
cafi watt M*<at) abt»<> aa> 
«tr««r t Mt^ ••<» Itant Can^ « 
W^tt aM*« Caa Mata* M* 
- Ca» Pi>a vt W7tin 



aa>« I «a>i W't t»aaa»>a»* 



AUTO MECHAMC 

tiaar CM ^ wicMt t aaaaM 
tar M«M.««M«a COD iMaa aw 
laa lafMcia^t af* » »■ M*v 
Ii<ai f aaaam Ma a«t 
M* AK crMkattaAt •a*' 
«M«*pa* CaMtact Daua aKaxar 
CuMTnc«<tvtOLCT 



w4eM*«4-Asr waw 

5« w >af 



AUTO Mf CMAM(C<<0«« <a ra 

<♦*• aia»*»«*« la av a^ ta^ 
W*»Ka **•> 4 (aMai^t*^ ^a*"« a* 
•vtMaii i«wa' Tara<a *i 
«*»<r»>*« «tr t •wa'^. 1a(» Par 

afct'* K' ni na» 



4Mi M 4 »<ti Wa ( 
ia* M aawia. m 4 

tatf ik .'ri Ca>aM C«>»r. 



■ a»a« 



4UT9 »A«1| MIRtOM 4 MfVt* 



jiLsun . 

waac a < iaa«. 4 aaMa a «mi 



««M la 

wiawaf 



«M aa a<» <ar.4i«^.^ 



■a wn aw arHOiavai* aa Cad 
Caatt Nr acir caatca m W M- 
■MM<aaa(f Ca»a*i.»0 Ca.ar 
PaMaa Ca Mafr ai mtma la iar« 
•I laaaam P«r4, «N La«aiam- 



WKIirta. A^ */» 



4 MCI auff* Caa« M* 

4 kaaaan Caa Sl>-V)MNi. mm 

»4*|r«M« 




««rf (• iMar* . 

•aaariaata Caaaaa «araa a ««n 

Ian It Mai SI. 



Ca P^ (i^aa rm M »rw«» 
CaA(*r«(iitA «ea«' aril ««4 aat 
aacaatarr Ca>M«««Mra*a mt 
laiaaM* irwatA >>aai %t* «mt>}. 
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CASAS Objective 4*1^ - Interpret job applications, resiunes, and letters of 

application 



JOB APPLICATION 



APaiCATIONFOREMPLOYMEKT 



SAWE OAST) 



JPIRST) 



SOCWSECUWTYNO 



ffiESIKT ADDRESS OTY TATt JPCXXJC 



AKACOOE 



TEifPHOhEW 



PERM^KTACOfCSS (F QirFEHEKT FROV ABOVE} 



AKACOOE 



THfPHOftHO 



POSJTiONAPPUEDFOfi 



OATEAVAILABU 



SALARY OR WAGE OeSlRCD 



WUYOUflaOCATEi 



«FtRR£DBT 



.VIS NO 



F NOT A U S CniZEK, UST VtSA HMiR AND EXPlfUTiOH DATE 
NyMBER OATl 



wrrHNTK LAST 5 YEARS 
W*TY0UKENC0KV)CTH5 
Of AFtLONYl 



TES FYISCIVE 
DCTAILSON 
NO BACKPAGE 



HAVE YOU EVER MEN EttPiOYEO Br OUR COm^ANYi 
F YES. GIVE OHAJlS ON lACK PAGE 



r HO 



EIXKATK>i 



WSTmmONNAM: 
AM) ADDRESS 



DOYOU 
GRADUATE' 



MAJOR FlEiD 
Of STUDY 



OASS 
STANDING 



UGH 
SCHOa 



COLLEGE OR 
UN!\tRSnY 



GRADUATE 
STlX)^ 



OTHER 



EUPIOYWEKT RECORD 



hiASE LIST AU EMPLOYWEhT STaRTWj WITH MOST RECSMT ACCXWKfT FOR Aa P£ R>0OS 
(WCXUD<NGUS ASUED FORCES PfRCOS Of W^WPlOYMEtO. AHO vaUWTARY SERvXESj 



UST YOUR MOST RECENT 
POSITION «U) 



MAYWt CONTAa YOUR fflESEMT EiyFlOYERi 



0 YES 



NO 



em?lOyepsmwe and 

WrSll ADORESS-PHONE 


DATES E 


4P10YED 


posncwmu 


FROM 


TO 


HAMc AND ITTU Of SUPERVISOR 


SAL 


ART 


START 


Fkai 


REASON FOR UEAVMG 


EM^lOtERSKAJU? AND 
COWPlETEADDRESSTMONE 


DATES EM 




POSn ON TITLE 


FFVDM 


TO 


KA«£WCTnLE Of SUPERVISOR 


SAL 


ARy 


STAflT 




REASON FOf^lEAW^ 


EW^OYERSNAUE AND 
CO«==XrEAO0ReSS'PHON£ 


DATES El 


*^CYEO 


royriONTnti 


FROM 


TO 


HAMcAWTHii Of SUPERVISOR 


SAJlRi 


START 


fhAL 


REASON f OR lEAVjwO 




CASAS Objective 4.1.3 - Identify and use sotixces of information about job 

opporttmities such as job descriptions and job ads 

CASAS Objective 4.1.2 - Interpret job applications, resumes^ and letters of 

application 

GUIDELINES FOR APPLICATION LETTERS 



(D 



40C Mountain 9ok6 
CiDEt Kllli Tl. 
July \. 



Hr JafHtft ffetai. Director 

?->iO liovt* 2> 
Crov» HillK. TL 



© 



® 



0*»T Hi ltOS«>: 



Um plain, white. S-1 /2 
11 -inch bond p>pf r and 
write on only one tide 

Type the letter single spaced 

Leave a one-inch margin on 
the right and left and ai the 
top and bottom o( each page. 



1 wowltS Ilk* to apcly tor ih* poEillon o( 2if*«w«r4 that you 

© 

) hcv* rvrrr.t ly gr*()w«t«d frv CrokE hOIe High SChoo] . ttttrr* 
) • »rnt>ri ol Ih* twiv t*«» I h«v« worhrd p«rl for 

iKr p«tt t^c «u«i{*^ri • litvgutrd at th« Cota Hilli Country 
CJuL I h«v« r«c«ntly buemm • m^mbtr ot th« Croi* Hill* 
VOlunt«f>i AMul«nc« S^ad. 

® 

2 h«ve Itrd Crokk cert t(>c«t lOn In both Advtncvd Firftt Aid «nd 
Li(«t«v)no ]n th« fall 1 will hr taking tvvninO covits*» to 

® 

sChadrfW )K fl«j(iblt I willing to work day*. *v«r.jngt. 

© 

1 wowtd Iikt to P4>ri with you to diacuit ay QualidCationa for 
iMi )ob Yow can contact at i*>^ WV(. oi . If th*r« la no 
«n>.-tr th«r». you can ltav« a Miaag* with *y alstar at SVS- 

Kathtrln* 0'»^ill 



Q) Typ« your address in the upper right comer. 
Uf< one line for your strrel address aiid the 
next line for yourcity. »tate, and zip code. 

® Type the date under the address 

Q) Leave two blank lines after the date. Then, 
on the left side, type the employer's name 
ftnd business address. Use one line for the 
person's name and title (or personnel 
department), the next line for the company 
name, the next bne for the street address, 
and the next hne for the city, stale, aiK) zip 
code 

(5) Skip two Imes after the employer's address 
© Then, at the left side, type the greet mg 



® Within the main pari of the letter, skjp a Ime 
af.er each paragraph 

© After the nuin part of the letter, skip a line 
and type the closing. This is the word or 
phrase thai ends the letter. Closings to use 
in a business letter include "Sincerely," 
■Sincerely yours," and Truly yours " The 
closing should line up with your address 
and date. 

(2) Skip four lines after the closmg. then type 
your name so that it lines up with the 
closing 

(§) Between the closing and your typed name, 
neatly sign your name. 
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CASAS Objective 4.1.5 - Recognize standards of behavior for job interviews 

and select appropriate questions and responses 
during job interviews 



FREQUENTLY ASKED INTERVIEW QUESTIONS 



Here is a list of frequently asked interview questions. In 
preparing for an interview, it can be helpful lo rehearse 
the answers lo these questions. 



1. What jobs have you had? What were your 
responsibilities in these jobs? 

2. Why did you leave these jobs? 

$. What are your vocational or professional goals? 

4. How much schooling do you have? What subjects 
did you like best? 

5. How did you get along with your coworken in 
previous jobs? 

6. What do you know about our company? 

7. Why do you want lo work here? Why do you want 
this position? 

U. Why do you think you Ye qualified for the job? 

9. What kind of boss would you like to have? 

10. Do you follow directions well? 

1 1. Do you like working with others or by yourself? 

12. W*hat are your strengths and weaknesses at work? 

IS. Art you willing to work overtime? Arc you willing 
to work evenings and weekends? 

14. What was your salary on your last iob? What 
salary do you want to earn here? 

15. Can you provide references? 



In addition, you should be prepared to answer questions 
specific to the job you are applying for. For example, if 
you are applying for a position as a receptionist, you may 
be asked how well you get along with the public. If you 
•re applying for a data entry position, jpu may be asked 
how well you handle details. 



. ▼ Practice 

On a separate sheet of paper, briefly v^ite the answers to three questions from the list 
Above. 
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LORAL - CSC 



Sit£: Conference room at Computer Sciences Corporationin Beltsville, MD. 

Instructors: ^ TechnicalWriting - Claire McCann 
Phonetics - Audrey Parsons 

Time : Volunteer 

September 26, 1991 - December 9, 1991 

Monday and Wednesday ; 

5:30 -7:30 PM 

Instructor Summary : 

Workplace Literacy at Loral - Computer Sciences Corporation was unique because the 
employees were scientifically skilled and college educated. Their workplace needs went 
beyond basic CASAS guidelines and centered around {perfecting oral, aural and written 
communication skills. 



The first night of the course, twenty people came to explore the class. All of them were non- 
native speakers of English. Most received college degrees in the United States, but indicated 
a desire to perfect their English. After the first night, the instructors split the class into two 
sections. On one night the students would work on writing/editing skills with Claire and on 
the other night practice phonetics, spelling and vocabulary with Audrey. 

Enrollment dropped sharply after the first two classes. Audrey and Claire worked together to 
find out why this happened and discovered several reasons from the remaining students: 

• The first reason was that all women dropped out because it was too difficult to work all day 
and stay an extra 2 hours after work. They had too many family and home obligations, and 
though they wanted to improve their English, felt the gains were not worth the costs. 

• A second reason was that classes were held on a Monday /Thursday schedule. Some 
employees were already taking Tuesday /Thursday or Monday /Wednesday college credit 
classes. That meant they automatically missed one class a week, and they told us up front 
that they would be absent. Soon they discovered they didn't want to be out so many 
evenings and the English class was dropped. The college classes were for credit, so the 
decision to drop the literacy class was a logical one. 

• Another reason was that all of the employees were professionals who did not always finish 
work in time for class. Many said they had to stay late for computer access time, team 
meetings or telephone conferences. 
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• As the group got smaller, a few others dropped because they felt taking the class indicated 
they had a "problem". The remaining students indicated that being a non-native speaker 
of English was in itself difficult in the workplace. They felt attending a dass on communication 
skills drew attention to their difficulties. 

The remaining students stayed with the class and seemed highly appreciative of the opportunity 
to improve both spoken and written skills. Claire and Audrey designed the class to meet the 
specific requests of these students. The class became unique because ij: was so individualized. 
At their eduCatitbnal and professional level, these employees don't get the opportunity to work 
on pronundafion, idiomatic English usage or more concise and clear ways of writing. Both 
teachers evaluated the class as productive and a learning experience for them as well. The job 
required a lot of preparation and constant self-evaluation to make sure the teachers met the 
employees' ne?ds. 

A technical problem arose during the class. On three different occasions the dassroom was 
previously in use. Since it was after hours for most staff, a contact person was not available to 
help find another location or to inform the teacher of this conflict in advance. The teachers felt 
they needed someone from Loral or CSC available for evening contact concerning room 
assignments and to whom they could give and receive some feedback regarding the dass. 

The teachers learned from this experience and have the following suggestions for the future: 

1. Provide as many incentives as possible and feasible. (Possibly work release 
time around the lunch hour or after work. Rewards for attending class such as 
memos of support, recognition at workplace meetings, an hour of release time on 
a Friday afternoon, refreshments, supplies of paper, notebooks, and pendls, etc. 

2. Survey potential students to determine the best day or time. Then the 
instructors could be more flexible in matching that need. 

3. Identify specific goals the employees and employer want to accomplish. 

4. Have a spedfic person from management that solicits and gives feedback to the 
instructors. 

In summary, this dass proved that there is a need for workplace literacy skills for a population 
beyond the basic level. There is a growing number of non-native speakers of English in the 
workplace who are beyond the survival English skills level but who still need and want better 
English skills. These employees want to advance in their jobs and know they must speak and 
write better. Because their time is limited, the workplace is an ideal location for classes. Classes 
for these employees are also beneficial to employers in maintaining a highly skilled and 
productive workforce. 
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CASAS Objective 0.1.3 - Identify or use appropriate language in general 

conversation 



ALL LESSONS - PHONETICS 



All phonetic? iessons were taken from PD's in Depth by Edith Crowell Trager and 
Essentials of-Reading and Writing English, Book Two . All lessons began with a targeted sound. 
We discussed and demonstrated how to make the sound and then practiced pronouncing 
word lists. • After that we practiced sentences containing the sounds, and then did some 
dictation with the same sounds. While practicing the word lists we also discussed the 
definition and syntactical usage of the words. Idiomatic usages were also included. 

Targeted sounds included: 
j 

ch 
sh 

bl - cl - fl blends 
1 

f,b,t 

b and v initial sounds 

Workplace skill - Employees need to enunciate and speak clearly in workplace 
presentations and with co-workers. 
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CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting 
to criticism 



LESSON 1 - WRITING 



Objective: 

Student will be able to understand the 3 aspects of pre- writing: " 

1 - analyzing the audience 

2 - brainstorming 

3 - outlining 

Lesson: 

Give students ''Audience and Purpose Checklist Discuss with students how often they 
write, their audience, the purpose of their writing and problems they encounter in the writing 
process 

Workplace skill: 

Employees need to understand the process of writing in order to improve. 




CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting 
to criticism 



LESSON 2 - WRITING 



Objective : 



Student will be able to participate in a brainstorming session and convert ideas generated 
into an outline. 



Lesson : 

Discuss and practice outlining in the technical writingproress. Also discuss brainstorming 
in a team workplace setting. Use practice 21 and 22 from pages 60 - 62 of Writing Academic 
En glish , 



Workplace skill : 

Employees need to know how to brainstorm in a team setting to solve problems and create 
new^ ideas. Employees need to know how to translate these ideas into a written outline 
and from there into concrete actions. 




in this seciicn you will learn to write a more detailed outline. When you add 
details to your basic outline, you follow the same principles as before: 

1. Indent. ' 

2. Give equivalent details the same kind of number or letter. 

3. Use parallel structures. 

If you add details to the simple outline above, it will look like this: 



Topiji^S^Tftg^ ----^ ^pj^j ,^^^^^3 

Ar Firstm ain support ing point 
1 *^pecific detail 

2. Specific detail Arabic numbers 

S. Spe^if*e-d?tan ^^----^ 
a^rther specific detail 
b. Further specific detail 
^Notice that each smaller\— ^B. Second main supporting point 
deuil is indented farther )^ 1. Specific detail 




^and farther to the rigrhi y ^"""^2. Specific detail 

Concluding Sentence 



Notice that each group of points and detai Is consists of at least two items: A an( 
B; 1 and 2; 1, 2. and 3; a and b. The rules of formal outlining require that there b« 
at least two items in a group in order to give them letters and numbers. In othe 
words, there must be a B if there is an A; there must be a 2 if there is a 1 and so or 



Practice 21: Detailed Paragraph Outlining I 

A. Complete the outline for the following composition. 



Public Transportation in San Francisco 




1 San Francisco has one of the worst public transportation systems in the United St^ 
The first problem is that the buses and streetcars are never on schedule. You often ha\ 
to wait thirty minutes or more for your bus. Frequently, several buses going in the sar 
direction arrive at the same time, and then another one may not come for thirty more 

6 minutes. Second, maintenance is very poor. The buses and street cars often break dowi 
causing long delays. City officials admit that there is an average of five such break- 
downs every day. Furthermore, the buses and streetcars are in terrible condition. The. 
are always dirty, the windows are frequently broken, and the seats are torn. The third 
problem is the poor attitude of many of the drivers. They refuse lo give information 
10 about transfer points, they drive like mad. and they show little consideration for the 
comfort and safety of their passengers. Recently, a friend of mine was actually injurec 
when the driver of a streetcar closed the doors on his fingers. When you are riding a 
bus. you feel as if you are being tossed around' like a bowl of jello because of the sudd( 
ttops and starts. A fourth, and by far the most serious problem is the increase in crim 

15 A report from the San Francisco Police Department shows that thefi5 and assaults ha 
increased forty-three percent over the three previous months. A few days ago, an old 
man was killed when he tried to resist a thief. In conclusion, because of all these 
problems, it is becoming increasingly inconvenient and even dangerous to ride public 
transportation in San Francisco. 

Outline San Francisco has one of the worst public transportation systems in the Uni 
Sutes, 

A. Schedule problems 

1. Long waiting time 

2. Simultaneous bus arrivals 



^> 4 
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B, Maintenance problems 

1, Breakdowns 

a. Buses and streetcars 

b. Average of five breakdowns per day 

2. Bad condition of buses and streetcars 

a. 

^ b 

c. 

C, 

1 

2 \ 

3 

a. 

b . 

D, 

1 

2 

In conclusion, 



B, Complete the outline for the following composition. 

The Confusing English Spelling System 

1 One of the most difficult and confusing ispects of the English language is its spelling 
system. There is often a discrepancy* between the pronunciation of a word and its 
spelling. One cannot always tell how to spell a word by its pronunciation nor how to 
pronounce it by its spelling. For example, there are twelve different ways to spell the 
6 sound %k in English: thoe, nation. #c/(ist*. o^'ean. rure. mission. marAine. ipectal. 
mansion, nausfous. conscious, and anrious. To give an opposite example, the vowel 
combination ov can be pronounced in at least five different ways, as in the words 
through, although, thought, tough, and out. 

In order to understand the discrepancies in the English spelling system, it is 

10 good to know something about the history of the language. First, it is helpful to 
realize that English was originally the spoken language of people in England who 
could neither read nor write. While the uneducated people spoke English, the 
.educated upper classes spoke in French and wrote in Latin. Later, when English 

15 became a written langitage. there was no system for spelling English words. 
Moreover, the first writers of English were French-speaking scribes* who knew 
English only slightly; therefore, they carried many French spelling habits into 
English. In addition, these scribes, who were used to writing in Latin, often inserted 
letters into words even when they were not pronounced because the corresponding 

20 word in Latin was spelled that way. The 6 in debt and doubt, for example, came from 
Latin debitum and d%ibitare. Finally, the confusion increased when the pronunciation 
of certain words changed while the spelling remained the same. This is the case with 
the words light and night, where the gh originally represented a distinct sound. 
In conclusion, although it may not improve your spelling, it may soothe your 

25 feeling of frustration to know that English spelling is just as difficult for native 
speakers as it is for foreign learners. 



dUcrepancy: difference schist: a crysta))in« rock 

•cribM. vnien. copitr* 

1 (} ^ 
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CAS AS Objective 4,4,5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting 
to criticisni 



LESSON 3 - WRITING 



Objective : 

Student will be able to complete and understand exercises that will help them make their 
own writing clearer, more comprehensive and more coherent. 

Lesson: 



Use handouts ''Techniques for Revising", ''Wordy Phrases and Concise 
Equivalents",''Clear and Vague Sentences", and "Fancy Words and Plain Equivalents" 
from Technical Writing . Have students read and rewrite the examples from the handouts. 




Workplace skill : 

Employees need to write technical reports clearly, comprehensively, and coherently. 




IDS 



TFrHNTDUES FOR REVISING 



:. Peread your craft ana concer.trate on t-he largest: issues: 
content ar.d organization. 

2. Pe<:reate your outline oy writing ill of your heidings in 
b list. Ma<e sure the heaaings are in ? clear ano log.ca. 
craer: rememoer you are trying to meet the needs of your 
au a i ence . 

3. Reread your draft for accuracy. Have you provided ail the 
necessary data? Is the data correct? Check them against your 
notes . 

Ho--e you ;.eea an appropriate level of v.::c aJDu 1 ary for your 
aucierce? Have you usee ccnsister.: t pt--! '. no 1 ogy throughout 
ino provided a giossary--a ;:st of def : r: . t : or.s-- I f any of 
/Cv.r reicers will neec it"^ 

5. Have you varied your sentences appropriately? Are the 
sentences grammatically correct? Have you avoided awkward 
constructions? Are all the words spelled correctly? 

6. Give your revised draft to someone else to read. Choose a 
person who comes close to your eventual reacer.As^ them to 
point out the weak points, unclear passages, sections that 
need to be added, deleted or revised. If the aocument is a 
set of instructions, see if the person can perform the task. 
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Fi^llinvin\: is a list of sonif of thf most coninionK usfd 
phrasfs and tht* ir concisf e(|ui\ alt* nts. 





111-isl 


d Mllililu-r ni 




d\ ail earlv cJatv 


N» " »n 


at thf conclusion of 


jafter. follow \n\i 


at thf present time 


now 


at this pt)inl in time 


now 


ba^fd on the fact that 


because 


despite the fact that 


although 


due to the fact that 


because 


during the course of 


during 


during the time that 


during, u hile 


ha\ e the capability to 


can 


in connection u ith 


about, concerning 


in order to 


to 


in regard to 


regarding, about 


in thee\enl that 


if 


in viev. of the fact that 


because 


it is often the case that 


often 


it is our opinion thai 


we think that 


it is our understanding that 


we understand that 


it is our recommendation that 


we recommend that 


make reference to 


refer to 


of the opinion that 


think that 


on a dai]\ basis 


dail> 


on the grounds that 


because 


prior to 


before 


relati\e to 


regarding, about 


so as to 


to 


subsequent to 


after 


take into consideration 


consider 


until such timeis 


until 




BE SPECIFIC 



Ar. «nc;ne cn the p:«r.e rxperle-.ces sr-t 



T»-.e .1 cs^ i TO von t ct ftvelldclfr for »•-?•,*!-■. 



VAGUE 

The f Ir« In the Ubor*tory c*usea «AteftsUe C4r.4ge. 
Clear 



2 . FOCUS ON THE REAL SUBJECT 
VEAK 

The use of this method vould »Um!n*te the problem of motor 
a4Jn*oe . 

St rono 



i>r»ffeDcex>f^^J*{-«ember^a JacXone^rJnp yts aetectefl. 
Strong 



WEAK 

There ar« Mny prob\tz\s thAl micst perked /)ui. 
Strong 

VTAK 

U Jox^Ith^reat p}«4tiure Ah*t J wcJcocie you lo our Annual 
licwtJopment »emln*r. 

Strong 



3. FOCUS ON THE FEAL VERB 
VEAK 

Z^cr\ prep*r«tlon -of Xhe Bolutlon iB acne twice. ^ 
Strong 



VEAK 

Inv«»tlg*tlon «f ^ot9lt>1« «I tern*U vts uts 
^*ocJerti»ctn. 

Strong 



Veak 

-Consideration should be JBJven to acQuleltlon jof the 
properties. 



Following is a list of some of the most commonl\ ubed 
uords and their plain equi\ alents: 



advise 


tell 


ascertain 


learn, find out 


attempt (verb) 


try 


commence 


start, begin 


demonstrate 


show- 


employ 


use 


endeavor (verb) 


tr>- 


eventuate (verb) 


happen 


evidence (verb) 


show 


finalize 


end. settle, agree 


furnish 


provide, gne 


impact (verb) 


affect 


initiate 


begin 


manifest (verb) 


show 


parameters 


variables, conditions 


perform 


do 


prioritize 


rank 


procure 


get. buy 


quantify 


measure 


terminate 


end. stop 


utilize 


use 



203 

National Workplace Literacy Program 



The follouing example shous how a writer addressing a gen- 
eral audience d\\ ided one long paragraph into two. 

High-tech compantes ha\e been moving their operations to the sub- 
urbs for two main reasons- cheaper, more modern space and a better U. 
bor pool. A new office complex in the suburbs v. ill charge an\ w here froni 
half to luo-lhirds of the rent charged for the same square footage in the 
citv. And that monev goes a lot further, too. The new office complexes 
are bright and dir\. vMth picture vMndows looking out on lush landstap. 
infi^. Nev. office space is alread\ vMred for the computers; and exercise 
clubs, shoppme centers, and even libraries are often on-site. 

The second major factor attracting high-tech companies to the sub- 
urbs is the a\ailabilil\ of experienced labor. Office workers and middle 
managers are abundant: man\ suburbanites, especialU vvomen returnine 
to the labor force after their children start school, are highU trained and 
illmg to make the short trip to the office complex. In addition, the en^. 
neers and executives, uho lend to live in the suburbs an^v.a\ . are happ\ 
to foreo the commuting, the citv v\age taxes, and the noise and stress of 
cit\ hfe 

A strict approach to paragraphing would ha\e required one 
paragraph, not two. because all the information presented sup- 
ports the topic sentence that opens the first paragraph. Mam 
readers, in fact, could easily understand a one-paragraph version 
However, the v% riter found a logical place to create a second para, 
graph and therebv increased the effectiveness of his communica- 
tion. 

Another writer mijjht have approached the pn .^iem differ- 
ently, making each "reason for moving to the suburbs" a separate 
paragraph. 

Hi^h-lech companies have been movine their operations to the ^ub 
urbs for tv^o main reasons cheaper, more modern space and a better iJ 
bor pool. 

Office space is a bargain in the suburbs. A new office complev un- 
charge anv where from half to two-thirds of the rent charged for ihei^nir 
square footage m the citv. And that monev goes a lot further, too T^r 
new office complexes are brighi and airv. with picture windows lookir: 
out on lush landscaping. New office space is alreadv vwred for the cor 
puters; and exercise clubs, shopping centers, and even libraries are ofif" 
on-site. 

The second major factor attracting high-tech companies to the 
urbs is the availabilitv of e.xpenenced labor. Office wcukers and midd:^ 
managers are abundant; many «;uburbaniles, especialU women returm'- 
to the labor force after their children start school, are highh trained j - 
willing to make the short trip to the office complex In addition, theerti 
neers and executives, who tend to live in the suburbs anv wa\ . are 

to forgo the commuting, the citv wage taxes, and the noise and stress of 

citv life. 



2n4 



National Workplace Literacy Program 



Transitional words and phrases help the reader understand a 
discussion b\ pointing out the direction the thoughts are follow, 
ing. Here is a list of the most common logical relationships be- 
tween two thoughts and some of the common transitions that ex- 
press those relationships: 



addition 
comparison 



also, and, finally, first (second, etc ). furthermore, 
in addition, likewise. moreo\er. simiUrK 
in the same way. likewise, similarlv 



contrast 

illustration 

cause-effect 

tjme or space 

summary or 
conclusion 



although, but. however, in contrast, nevertheless. on 
the other hand. >et 

for example, for instance, in other vvords. to illus- ' 
irate 

asa result, because. consequentU, hence, so. 
therefore, thus 

above, around, earlier, later, next, to the ri^ht deft 
v\est. etc. ). i»oon. then 

at last. fmalK . in conclusion, to conclude, to 
summarize 



In the following examples, the first versions contain no transi 
tional words and phrases. Notice how much clearer the second 
versions are. 

Neurons are not the onlv kind of cell in the brain. Blood cells supplv o\\. 
gen and nutrients. 

ivil'HOV 1 i> 

Neurons are not the only kind of cell in the brain For example, blooc 
cells supplv oxvgen and nutrients 

\M \k 

The project was originalK expected to cost S300.000 The final cost 
$450,000. 

IVM'ROV I I) 

The project as origmalU expected to cost $300,000 Hou n tr. the fir* 
cost was $450,000. 



\\ \ vk 

The manatee population of Florida has been stricken b\ an unknot n d- 
case. Marme biologists from across the nation have come to Florida to 4. 
sist m manatee-disease research 

iMlMtov 1 D 

The manatee population of Florida has been stricken bv an unknov^ndj- 
ease. A-s a result, marine biologists from across the nation have come' 
Florida to assist in manatee-disease research 
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New. screening techniques are being dt-x ploped to combat \ iral infections 
These are the subject of a n<:\v research effort in California 



t \M 1 \1{ 



The task force could not complete its stud^ of th. mine accident This u 
the subject of a scathing editorial in the union newsletter 



as 



1 \M t M 

For months the project leaders carefulh planned their research. The cost 
of the v^otU was estimated to be over SJOO.OOO [What is the uork. the 
plantitnu or the research 



National Workplace Literacy Program 



CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or 

providing feedback to instructions; and reacting 
to criticism 



Objective : 



LESSON 4 - WRITING 



Student will be able to write clear, precise directions to enable solneone to recreate the 
drawing they were given. 



Lesson: 



Use handout "Geometric Design" and handout 'Trepositions'' Appendix 2 from Building 
En glish Structures . All students had a copy of the picture except the student at the board. 
Each student had to give one specific verbal direction so the student at the board could 
recreate the drawing. Then students wrote a set of clear, precise directions for someone 
else to follow. 

Workplace skill : 

Employees need to write directions in a team setting. 
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All 




APPENDIX 2 
PREPOSITION COMBINATIONS 



*^ • The choice of a preposition is often determined by the verb, adjective, or noun that 
> tomes before or after it. In the following sentences the words that determine the prepositions 

are underlined and in alphabetical order. Use this appendix to test youtskills with using 

these common preposition combinations. i 

Directions: Cover the answers on the right. Write the prepositions in the blanks. Then check 
your answers.' An X means that no preposition should follow the underlined word. Practice 
the preposition combinations in the sentences until they become automatic fnr vnu 



How many students were absent class yesterday? 

Wearing jeans to a wedding is not acceptable ^most people. 

The parents of Stan accused him neglecting his studies. 

Mieko is still not accustomed driving on the right side of the street. 

In addition the numerous gifts I won. I also received ter thousand dollars 

She is applying for admission that university. 

You should lake advantage living close to the mountains. 

Your laziness does not affect me. but it does affect your grades. 

You shouldn't blindly agree ever>'thing the professor says. 

I know that my sister will like my idea; we agree everything. 

I was amazed the weight lifter's strength. 

Why are you angry me? 

My father used to get annoyed my behavior very often. 

You must apologize what you said. 

She is applying admission to that university. 

The candidate appreciates all the support that he can get. 

He doesn't approve smoking. 

It is useless to argue ^a policeman when he stops you for speeding. 

I arrived this country two weeks ago. 

She arrived the airport 10 minutes ago. 

Let's ask Charlie if he is sure of his answer. 

I will ask ^ your advice when I need it. 



2:0 
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My \Mfe couldn't attend tne party because she is uorking late this evening 

Only a few seats were available the general public 

He was late because he wasn't aware the time. 

"Do you believe ghosts? 

Whenever she can't find h(-i clothes, she blames her roommate. 

JJon't always put the blame ^others for things thai go wrong. 

*The children were blamed ^breaking the lamp. 

The two-year-Old quickly became bored her new puppet. 

The teacher knew that Mike was capable doing much better work. 

I don't care spaghetti. Could I have something else? 

He doesn't seem to care his bad grades. 

Try to take care your health. 

There is little chance seeing him today. 

I will come back your question after I finish this topic. 

Her grades are better compared what she received last year. 

The man felt compassion his neighbor after she was robbed. 

Some people think it is useless to complain bureaucracy 

Water consists oxygen and hydrogen. 

They have been considerin g moving to North Carolina. 

I will contact you for an interview next week. 

After graduation, she kept in contact her best friend. 

She is not content the progress she is making. 

Andrea contributed her ideas the discussion. 

Do you promise to come? I'm counting you to be there. 

Hariy solved the problem in the course doing his research. 

fose is crazy soccer: he plays almost ever\* day. 

The doctor told him to cut down cigarettes and alcohol. 

With all the extra cargo, the ship was in danger sinking. 

•I have never had to deal such a disagreeable person. 

Have you decided a meeting time yet? 

The soldiers must be ready to defend the country* one day. 

The lawyer spoke eloquently in defense her client. 

Marcie received a degree sociology last spring. 

You can't depend your instincts when you drive on the highways. 

The twins differ each other in many ways. 
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NEW CARROLLTON PUBLIC WORKS 



Site: ^Multipurpose, conference and physical therapy rooms at New Carrollton 

City HaU. 

Phyllis Oarr 
Christine Jones 
^ Mary Ellen Butlak 

^ Work Release -11/2 hours 

Volunteer -1/2 hours 
^ Class 1 & 3 -April 25, 1991 - July 18, 1991 
Thursday and Friday 
2:00 - 4:00 PM 

Class 4 & 5 - July 19, 1991 - September 27, 1991 
Thursday and Friday 
2:00 - 4:00 PM 

Male employees of the Qty of New CarroUton who perform various services 
for the dty (trash collection, street cleaning, vdiide and buUding maintenance, 
pest control, and minor construction). 



NEW CARROLLTON PUBUC WORKS/ 
High Level Basic Skills 

Instnictor's Summary : 

The upper level skills class was made up of students whose tasks included grass cutting, street 
repair, trash removal, small scale construction, pest control, work order writing, phone 
message writing, form completion, and town vehicle maintenance and operation. Skills 
required to complete these tasks included map reading, giving directions, measurement and 
the ability to use fractions and decimals and the formulas for perimeter, area, voltmie, and 
circumference. 

It was imperative for many of the men receive their Commercial Driver's License. We obtained 
copies of the Maryland Commercial Driver's License Manuial and read and discussed sample 
tests. We also invited a Prince George's County Policeman to present and discuss videos about 
materials on the test. 



Instructors: 



Time: 



Student: 



National Workplace Literacy Program 



Personally, the students wanted more knowledge about banking, budgeting, and borrowing 
money. A representative from Sovran Bank did a seminar on opening bank accounts, vmting 
checks, and balancing a checkbook and imderstanding a monthly statement. 

Some of the students had health problems. We invited the Health Department to monitor 
students' blood pressure and talk about preventative medicine. Health Department brochures 
provided classroom reading material. 

Mr. Robbinsrihe Public Works Director , is extremely interested in pr9moting three of his men 
to supervisoiy positions. He is generously offering to pay for their tuition at Prince George's 
Community College provided they maintain a "Q" in their courses. 

Students came to class with the ability to add and subtract whole numbers. A review was 
needed of multiplication and division facts. Fractions, decimals, percents, and all measurement 
functions had to be introduced and reinforced. Because of the large amount of "core'' material 
to be taught, most of the curriculum came from "workplace" texts. 

From the worksite, we wrote sample business letters, and work orders, and filled in forms. 
Map skills were practiced using a map of New CarroUton and other maps. 

We used hazardous material worksheets as reading material. 

The three men who were slated for Prince George's Conmivmity College were more confident 
after the class. 
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NEW CARROLLTON PUBUC WORKS/ 
Low LevelBasic Skills 



Instructor Summary: 

This was a heterogeneous dass comprised of male adults with varying basic skill competencies, 
each with a personal goal for self-improvement in reading, writing, spelling, and math skills, 
and each hopif^ to enhance both job performance and self esteem. - Students followed an 
individualized^leaming plan, progressed at their own pace and used a variety of materials 
(teacher-made, printed, audio-visual) and techniques appropriate for^kill levels and job- 
related needs. Guest speakers added another dimension to the curriculum. Students enjoyed 
the oral presentations and the opportunity to participate in a question/ answer session with 
"an expert on the topic" as well as to receive written information on banking, health, and the 
ODL Test (Commercial Driver's License - a job requirement for some of them). 

Dioring each class, students worked on improving reading, writing, spelling, and math skills 
relative to their respective jobs. Two students needed to leam to read the names of the streets 
they travelled daily on their trash pick-up routes. They recognized their routes by landmarks 
but could not read street signs and could easily become lost. Often they simply drove through 
the neighborhood until they found what they were looking for and recognized where they 

• were. Directions for them were "this way or that way" and "up the hill" or "down the hill" 
rather than right or left or north, south, east and west. Thus, these students worked on learning 
the names of New Carrollton City streets, recognition and imderstanding of road signs, and 
map skills. 

Students also wanted to leam to read and write names of "special pick-up items" (sofa, T.V., 
stove, sink) and words telling where these items would be located (on the curb, beside the 
garage, in front of the house). In addition, they wanted to leam to read and write memos 
related to "special pick-up " assignments. When they could demonstrate the ability to do this, 
they might get a job promotion and salary increase. 

Some students worked on studying and reviewing information they needed to know to pass 
the CDL Test in order to obtain their Commercial Driver's License. These students were greatly 
helped in this area by a County policeman who spoke to them, showed video tapes, answered 
questions, and offered tips on how and what to study. 

Some students needed to leam to read, add, subtract, and record numbers so they could keep 
records of truck mileage and the amovmt of gasoline used each day. Other students worked 
on improving skills in multiplication, division, fractions, decimals, and percents and applied 
them in solving job related problems. A new and satisfying experience for all of the students 




was learning how to use a calculator. They had always been afraid to try and didn't want to 
ask anyone to show them to use one. One man bought a calculator the day after we worked 
on it in class and he showed others how to use it 



Students also worked on activities related to time management, completing and interpreting 
various forms, health benefits, utilizing commtmity resources, attitudes, and what it takes to 
be a good employee. 

Attendance4^as good and by the end of classes students were pleased with their progress, and 
felt good abeut themselves, but were disappointed classes were ending. They were given 
information aiid encouraged to enroll in Prince George's Coimty Adult Basic Education classes 
to continue improving their skills. T' 




CA.SAS Objective 1.1.3 - Interpret maps and graphs 
CASAS Objective 2.2.5 - Use maps relating to travel ntods 
CASAS Objective 1*9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 



NEW CARROLLTON MAP ROUTE 




NEW CARROLLTON 

ftiNCE CSOtGtS COUNTY 
MARYLAND 
1973 

1NCCHI#O«aTE0IN 1953 
1970K>fULAT»OM U.i70 




Hi /-,/= \v/ 




1ST eiP¥ hm 


li 


m 


.1 
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CASAS Objective 1.1.3 - Interpret maps and graphs 
CASAS Objective 2.2.5 - Use maps relating to travel needs 
CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 



REVIEWING DIRECTIONS 

Use your map e( New Carrollton that shows your Tuesday/Friday route. Write the direction 
word in the bla'hk. 



north east south west 



North (above) 



West (left) 



•East (right) 



South (below) 



of Lamont Elementary School. 



1. Charles Carroll Junior High School is 

2. Oak Lane Park is of the Boys Club property. 

3. Lamont Drive goes and . 

4. Bealls Point is of the Public Works Dept. 

5. Longbranch Drive is of Good Luck Road. 

6. Morj=ivian Church is of Leahy Road. 

7. Mitchell Tract is of Charles Carroll Junior High School. 

8. Longbranch Drive and Farm crest Drive go and 



9. If you turn onto Adrian Street from Good Luck Road, you are traveling 



10. If you turn left on to Lamont Drive from Carrollton Parkway, you are going . 
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CASAS Objective 1.13 - Interpret maps and graphs 

CAS AS Objective 2.2.5 - Use maps relating to travel needs 

CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 



I. Write the names for the 4 directions. 



n. Write the direction word in the sentence. Use your map of New Carroll ton. 



1. 


Westbrook Drive is 


of Riverdale Road, 


2. 


Your "shop" is 


of Lamont Drive, 


3. 


Lamont Drive goes 


and 


4. 


Legation Road goes 


and 


5, 


The library is 


of Westbrook Drive. 


6. 


New Carrollton Recreation Center is of Mentana Drive. 


7. 


New Carrollton Mall is 


of Legation Road. 


8. 


Carrollton Terrace Apts. are of the New Carrollton Mall, 


9. 


Carrollton Elementary School is of Charles Carroll Junior High 



School, 




^ CASAS Objective 1.1.3 - Interpret maps and graphs 

CAS AS Objective 2.2.5 - Use maps relating to travel needs 
CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 



TUESDAY/FRIDAY ROUTE 



Westbrook Drive 
Lament Drive 
Verona Drive 
Larch wood Street 
CarroUton Parkway 
Ravenswood Road 
Stanwood Street 
Quintana Street 
Fremont 
Fairbanks Street 
Sprague Place 

• Caswell Place 
Cathedral Avenue 
Malissa Street 
Donoghue Drive 
Good Luck Road 



Write the abbreviation 

Road 

Street 

Avenue 

Drive 

Court ■ 

Parkway 

Place 



ABCDEFGHIJKLMNOPQRSTUVWXY 




Write in ABC order 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

IZ 

13. 

14. 

15. 

16. 



ERIC 
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CASAS Objective 1.13 - Interpret maps and graphs 
CASAS Objective 2.2.5 - Use maps relating to travel needs 
CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions 



MAP 
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CASAS Objective 1.1.3 - Interpret maps and graphs 
CASAS Objective 2.2.5 - Use maps relating to travel needs 
CASAS Objective 1.9.4 - Interpret maps 

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directFons 



Objective: To become familiar with the streets on a refuse collecting route. 
^ - 

1. Using a transparency of the map of New Carroll ton highlight refuse collection 
routes. 

2. Have each student highUght individual maps. 

3. Write the directions from the Public Works Facility. 




2EP manufacturing^company 

IN MAiNTBNANCe PRODUCTS 



MATERIAL SAFETY DATA SHEET, 

AND SAFE HANDLING AND DISPOSAL INFOftfAATION PAG L- 



L OF : 



PRODUCT NUMBER: 06^^ 



EL. II H ^» K C V 



C N T A C T r3 



N.:-.NUr*-.: -tufTInl; COi'vAN'T TF.L.CPHONE < ^0- • J-'j:-!-! 6B0 BETWEEN B* 00 00 Ph (EST- 

- 0 BOX ?Oj f>^' NON-OFKJCE HOU«^.. WiTE^ENDS. AND HCUIDAYS: AREA CODE ^0^ 

ATLANTA. G^MCPC^IA 30:01 "♦3^-2^73, 9^6-'V.».9<^. .3^1-2°52, 971-3367.. 432- ;j573 

LI;v:AL POISON C0r-4TR0L CENTER 

Tf: ANS'" OF;': - ; jOU El-)fiRv;- :.^:V C^-:FM Rf?C TOLL I'BEE 1 -S00'4£:4-9360 ALL CALLS RECORDED 

ul STRICT L'F CGL'.?riniA < 202 « 4B3-76 1 6 ALL CALLS RCCORDED 

GcfCTIDN II -HAZARDOUS 1 N <? R 11 D I E N T S 

TLV EFFECTS /I IN 

OESIGNATiCNS <PFn) « SEE REvERSC) PROD. 

riETHArJDL *♦ methyl drlf. oh ol. ujoo-^ alc■2tr^:. colintia 20C TOX IRR F13L ^ SO 
spiritsi CAS« 67-56-;; RTECS^t PC1400000- OSHA PEL- 
200 PFri> DSHA/ACGIH STEt.-250 PPM 



(s IDENTIFIES CHEMICALS LISTED UNDER SARA-SECTION 313 FDR RELEASE REPORTING. 

Sf^ECIAL rJOTE- ADVERSt HEALTH EFFECTS WOULD NOT EE EXFECTED UNDER RECOMMENDED 
CGNDITIOr4S OF USE SO LOIvJG AS PRESCRIBED SAFETY PRECAUTIONS ARE PRACTICED. 



SECTION III-HEALTH HAZARD 



DATA 



ACUTE EFFECTS pF OVEREXPOSURE. 

THIS PRODUCT IS TOXIC VIA INHALATtQU, INGFSTION. AND SKIN ADSORPTION POISONING 
OCCURS BY CENTRAL NERVOUS SYSTEM (CNS) DErRESSIGN. SYMPTOMS OF CNS DEPRESSION 
ncCLUDE: STUPOR, DRUNKENNESS, HEADACHE, AND ULTIMATELY RESPIRATORY ARR€ST AND . 
U r.NSCIOUSNESS. 7 .MPORARY OR PERMANENT BLINDNESS MAY FOLLOW IN 2-6 DAYS. TOXIC 
C JENTRATIGN5 MAY ACCUMULATE WITHOUT WARNING SINCE EYE IRRITATION AND ODOR * • 
DbfECTION ONLY OCCUR AT VERY HIGH CONCENTRATIONS 



ERIC 
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BESTCOPrAVAICABlJ^^ 




2£P MANUFACTURWG COMPANY 
' "^Sr IN MAIN7£NANC£ ^fiOOUCTS 



MATERIAL SAFETY DATA SHEET 

AND SAFE HANDLING AND DI^>OSAL INFORMATION - AC- : 

•V.f-LKci : ES -/J^.'t^'- PRODUCT NL^J^SER: 0671^ 



^ riON i i I - h' t: A L 7 ^^ m A 1' 0 D iCCKlINUFD) 

CrnCf4]C AM) F-LiPACL'Ki t. > r Pr^-JRc TD 7 {■ " 5 tlATfRiAL F^^LDCillk'ANTLV AhFECTS THE 

■:EN7KAi_ i:EP\'Ok-s <'*";Sir.r, ^"M^if^r:;!: ll':: Er vtiL ma/ T:?, the same ae those for acl^te 

avE^^IEvPDS'JftF/r* Arjr, mav nJli.iJDE. VI^J^l. DI STUHPArjrr^, AT A V I A. ^ STAGGER I NG GAlT; 

U-t Ai-NEiSf^- ~F*iiGrcr, VrPrj^:.'* !/• DU^;; 5 ^'f" . CirW : CmV. FERSHNALITV CHANGES, 

L''i "F 3 CULTV ii>?i tri.t:-^. ANl tL'JKPiJi; '/ISIufv ^-RDGfrtltr.sjjv;- 7^ CDH^LETE BLINDNES'I 

'Ert: Hvr^,; TnMe: hAV hr m:«_A'.L;: lu L-r.-.ET Ai-jr. hA- contin-je: for sur.E time after 

L J^CJH'JRL WAT.- S7DPFED 

M-'THAUDL ir. F.LirUN'ATED FPC*!' v-r.; i^^,-, \-Kr V Sl.^jU./- THilf.FFDFF:- DAILY EXPOBU^^r CAI^ 
HAVE CiJilVLA": Iv-T, E-Fr.;7& T l.'C.l. -j:' I fJ-:, GrTJC NER'.T I/AhA^E 

n'.^nh: df THf: KArAPrrOJ.Js inc^-edien-s afe LiS'^'Eu At cafcikocens nv iarc. ntp.- 5. osh- 



EE-T'D PEL. /'LV. 200 FPM 



FPIMARV RD'^iTES QP" EMTRY- IhiH. S^^^IN. INC 



Hf-ilS CODES 



HEAL7IH 5. FLA:-: 4; REACT O; FEF5 FRC^CC 



, CHRONIC HA 2. YE: 



FIRST AID PROCEDURES: 



SKIN 
EYES 
INHALE 

V .ST 



IHMEDIATEuY FLUSH CGNTAI-UI-'ATED SKIN WITH PLENTY OF WATER FOR AT LEAST 1! 
MINUTES. GET MErOCAL ATTF.fJTION i MnEDI ATEL> 

IMMEDIATELY PLUSH EYES WITH PLENTY DF WATER FOR AT LEAST 15 MINUTES. OC- 
CASIONALLY LIFTING UPFEF m:: LOWER LIDS GET MLDICAL ATTENTION AT OliCE. 
MOVE EXPOSED PERSON 70 KREL-^-* AIH AT ONCE IF BREATHING HAS STOPPED. PER- 
FORM ARTIFICIAL FESrlFATiD^J GET MEDICAL ATTENTION IMMEDIATELY. 
IP" l^WALLOUJED. INDUCE VD'-(i7irJG liV GIVING^ T;^'r GLASSES OF WATER AND 
STICKING FINGER DOWN THr?OAT. CALL A PHYSICIAN IMMEDIATELY. 



SECTION IV 



SPECIAL 



PRO 



E C T I G N 



INFORMATION 



PROTECTIVE CLOTHING 
EYE PROTECTION 



: WEAR I-'EOPRENE, NIIRILE. OF NATURAL RUBBER GLOVES OR 

GLOVES WITH PROVEN RESISTANCE TO THE INGREDIENTS LISTED. 
: USE TIGHT-FITTING, SPLASH-PROOF SAFETY GOGGLES. CONTACT 
LENSES SHOULD NOT BE WORN WHEN HANDLING THIS MATERIAL. 
RESPIRATORY PROTECTION; IF VENTILATION IB INADEQUATE. WEAR A PROPERLY FITTING 

MSHA OR OSHA-APPRDVED RESPIRATOR. 
VENTILATION ; VENTILATION SHOULD BE EQUIVALENT TO OUTDOORS USE EX- 

HAUST FANS AND OPEN WINLCU^S IN ENCLOSED SPACES 

SECTION V~PHYSICAL DATA 



FOILING POINT <F) 
VAPOR PRESSURE (MMHG) 
VAPOR DENSITY (AIR=^n 
SOLUBILITY IN WATER 



1^0F 

APPROV. 96MN 
1. 11 

COMPLETE 

PH(U5E DILUTION OF 
APPEARANCE AND ODOR :A THIN. :?LUE LIQUID WITH A FAINT ODOR 

SECTION VI - FIRE AND EXPLOSION DATA 



SPECIFIC GRAVITY 

PERCENT VOLATILE VOLUME f>. > 
EVAPORATION KATE(N-DU7YL ACETAT 
PH( CONCENTRATE) 



: 0 80 
99. 9'/ 
= 1 ) : 3. 5- 
N/A 



CTOC ) 



F* 'H POINT(P) (METHOD USED): 61F 
Ff -MABLE LIMITS LEL 7 3 UEL B. 6 

E. -NGUISHING MEDIA : WATER. COI' 

SPECIAL FIRE FIGHTING. FIRE FXP(»SEP DRUMSi SHOULD DE COOLED WITH STREAM OF WATER 
UNUSUAL FIRE HAZARDS r SEE Anovr 
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MANUFACTURlN(>COMPANY 
;r iN MAINTENANCE PRODUCTS 



MATERIAL SAFETY DATA SHEET 



AND SAFE HANDLING AND DISPOSAL INFORf^TION 



PRODUCT NUflCtR: 0629 



• I Or4 V I : - R £ A C T i V I T Y 



D A 



:an^-*ATiPiLiTY< Avoirvi . nf^AT, sunlight, ^ttpong oaidizef^s, and acids 

ril-:R] rATIOf^ " WILL NOT -'CUR. 

rANDOUl- r>t"CGqp.u*:5iT iON cardcn di'.^'^ide and carbon monoxide-: 



r r I ON V 1 1 r - 5 p ill 



1 



P O S A L 



PROXEDURES 



IPS TO 3E{ TAKLN J TJ CAr.--. r<-WfR7A(. r fj PFt^t' A:-.:^ V> C:-'- SFII-L-ED" 

MEDIATELY ELIHifJATL ALL rwAI-'ir:- i.-\..iTIGrJ A-v^ MrOH-Hi^AT SOURCES A3S0RD SPILL 

INERT ABSORBENT MATEPI-L -eg ZEP -0 -ZGFVI? ) . P : CI- UP AND PLACE RESIDUE IN A 
CAN, D O T. SPECIFJCATIOIJ CoFjTA T rjrrR PCH DT^^FO.^Ai. UA5H AREA THOROUGHLY NITH A 
rERPENT SOLUTION AND RINSE WELL WITH WATf^R. 



rlTE DISPOSAL METHOD * f 

■lUlDS CANNOT BE SENI TO LAriDFILLS UNLEr)?:. SOLlDiriED. UNU5AFLE PRODUCT AND 
Ll.ECTED, SPENT MATERIAL MAN REOUIFE DISPOSAL AS A HAZARDOUS WASTE AT A FEKMIT-' 
D TREATMENT/STORAGF/DiSF l^f^AL rAClLiTV SGL'-ENT WASTES HAV REQUIRE TREa^TIENT 

HEET THE APPROPRIATE STANDARDS fr.EFDRE DISPOSAL irj A CHEMICAL OR INDUST1*IAL 
5TE LANDFILL. CONSULT LOCAL. STATE- AND PEDEFAL AGENCIES- FOR PROPER DISPOSAL 
THOD IN YOUR AREA. 



RA HAZ. WASTE NOS. : DCOl <GE£ ABOVE) 

CTION IX -SPECIAL PRECAUTIONS / 
ECAUTIONS TO BE TAKEN WHEN HANDLING AND STORING: 

AMMABLE! STORE AND USE AWAY FROM HEAT, SPARKS. OPEN FLAME; AND ANY SOURCE OF 
NITION. 

ORE TIGHTLY CLOSED CONTAINER IN A DRY AREA AT TEMPS. BETWEEN 4O-120 DEGREES F. 
EP PRODUCT AWAY FROM SKIN AND EYES. 
1 NOT BREATHE SPRAY MISTS OR VAPORS. 

.OTHING OR SHOES WHICH BECOME CONTAMINATED WITH SUBSTANCE SHOULD BE REMOVED 
OMPTLY AND NOT REWORN UNTIL THOROUGHLY CLEANED 
EP OUT OF THE REACH OF CHILDREN. 



.CTION X 



TRANSPORTATION 



DAT 



.T PROPER SHIPPING NAME 
OMPOUND, CLEANING* LIQUID 
»T HAZARD CLASS. FLAMMABLE LIQUID 

I . D. NUMBER : NA 19^/3 DOT LAI^Li^ /PLACARD FLAMMABLE 
TSCA CHEMICAL INVENTORY - ALL INGREDIENTS ARE LISTED. 
A CWA 40CrR PART 117 SUBSTANCE (RO IN A SINGLE CONTAINER: 



NONE 
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CASAS Objective 1.9.4 - Interpret maps 
CASAS Objective 6.6.5 - Interpret scale drawings 



Objective: To determine distances between sites in New Carroll ton using the mileage scale. 

The mileage sCSile on the New Carroll ton map is 1 inch =1 mile. Using this scale and your ruler 
find the distance between: 

1. New Carrollton Library and New Carroll ton Mall 

2. Charles Carroll Junior High School and Lamont Elementary School 

3. City Hall and New Carrollton Public Works Dept. 

4. Robert Frost Elementary School and Carrollton Elementary School 
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CASAS Objective 43*2 - Interpret work safety manuals and related publications 



Objective: To become familiar with vocabulary on a Material SaTety Data Sheet. 
1. Under Section HI find the words that mean the same as: 



a. 


j^isonous 


b. 


breathing 


c. 


swallowing 


d. 


stopping 


e. 


irregular walk 


f. 


shaking of the body 


g- 


a condition where someone feels as if he is whirling 


h. 


something that causes cancer 



2. If methanol touches your skin or eyes how long should the area be flushed with 
water? 

3. If someone has stopped breathing during exposure, list the steps to be followed. 

4. Wliat should be worn to protect your hands and eyes? 

5. If you cannot ventilate your work area, what should you breathe through? 

6. Number the following steps in the order they should be taken should the methanol 
be spilled. 

wash area with a detergent solution 

pick up and place residue in a can 

eliminate all flame, ignition and high heat sources 

rinse well with water 
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CASAS Objective 2.5.7 - Interpret permit and license requirements 
CASAS Objective 4.4.2 - Identify appropriate skills and education for 

keeping a job and getting a promotion 



COMMERCIAL DRIVER'S LICENSE APPLICATION 



SOU*ip€x 



OtO SOONOEx 



vtwnco 



TeST LOC*TK>N 



6601 Rilchie Highway. N E. 
Glen Burme. K^aryiand 21062 



Application for a Marylanci 
DL.n c (s-w) Commercial Driver's License 
and /or Endorsements 

K you nted help i^im mis form. p\—f tik tn Mva ampioyec 
DO NOT WRITE IN GREY AREAS 
MUST PRINT IN INK 



Ut^n&e Class (Check all applicable endorsements and transactions) 
D A— All vihicies axctpi motorcycle* 

D &^ Moior vchicits 26.001 Snd morc iDt Cxcepi tra.iers ovtr lOOOO IDi 

and moiorcyciei Ai) Class 8 and C noncomme'cui vehicles 
D C— Moior vehicles under 26.001 lb% except uaitcrs Over 10 000 IDs and 

molOfCycies All CU>s C non-co'^irnexiti moior vehicles 
□ YES □ NO IS VEHICLE EOUiPPED WITH AIR BRAKES' 

NOTE: YOU MUST pROvnOE an appropriaie Motor vehicle tot Ski\i% Test 
D M— MotOfcyOt Uctn«« 



Endorsements - 

□ passenger (8us} 

□ double/triple 

□ tank vehicles 

□ hazardous materials 
transaction 

□ ORIGINAL 

□ RENEWAL/CONVERSiON 
D INSTRUCTIONAL PERMIT 
D CORRECTION 

D oupucate 



MtOOil NAM 



LAST UAMl 



RACE COOES: 1 BacK 

2 Whiit Cauctkan. Asigi'C mdian 

3 Mongo^otd Or«nui Astatic 



4 WongotO«d. Amt,cMn 
t Othar 



MJbD«MCI AOOMtU aTHEn 



luiuwc aooiku — ■ «rft«<#m Ht*)^ iMHMAi — STiicn iif 0 OA aoK ho 



I 



MACE I Six i aWTHOAT (W*«fl>«rTi| 



ANSWER THE FOLLOWING QUESTIONS 
o you have or have you ever applied tot, • driver's hcense. instructional permii O' ID card"* 
.. yes. enter expiraiion date and state ot issue 



Have you ever applied for a MO license or COL under a ditlerenl narrie'* 
H yes. print oiher name 



3 is your driver's license or privilege to operate a motor vehicle revokad. suspended, cancelled 

refused, or disqualified m this ataie or any other state. OC or Canada'' H yes. When 

Where"? 

4 Oo you have any physical or mental disability, other than vision which may affect your driving*? 
It yes submit with trtis application a certificaie from your doctor, indicating the onset of 

the disability, diagnosis, prognosis, and medication, it any 

5 Oo you have a license nOw? tf yes give type or class State 

License Number Expiration Oate 

COMPLETE THE FOLLOWING CERTIFICATIONS 
1A I certify that I meet the qualification requirements of 49 CFR 391. 

or 

16 t certify that I am exempt from the requirements of 49 CFR 391 

2 Oo you have a pending disqualification. Suspension, revocation, or cancellation in thiS 
State or any other jurisdiction'' 

3 Do you have more than one driver's hcense"? 

(If you have more than one driver's hcenje. you mus* surrender it ) 



YES NO 

□ 1 □ 

□ 2D 

□ 3 □ 



□ 40 

□ 6 □ 




YES NO 


tiuci 


□ lA 






IB HIT 


□ IB 




□ 2 □ 




□ 3 □ 



NOTICE TO APPLICANT: IMPLIED CONSENT 

ANY PERSON WHO DRIVES OR ATTEMPTS ^O DRIVE A MOTOR VEhiCLE ON A HIGHWAY OR ON ANY PRIVATE PROPERTY 
That is USED By The PU8liC IN GENERAL IN ThiS STATE IS DEEmEO TO HAVE CONSENTED TO TAKE" A TEST TO 
DETERMINE ThE AlCOhOL CONTENT Or HIS BlOOO "f HE SHOULD BE DETAINED ON SuSPiCiON OF DRIVING OP 
ATTEMPTING TO DRiVE WHil£ INTOyiCATfD OR WHIlE UNDER Thc INFLUENCE OF ALCOWOL 



I roover>< 10 the reieaie o> try ccnpieie cj/ivi<^g reco'd to rry empioye' O' ar>, P'OJPective empioye' and 

n ly unoe* penan, 01 pe'w'r tha: mt natementv m^de rie'ei'"- are I'ue and CD'tect lo the t>e$' o' rr-y fc'^o^iedge jniof^-ii-or and 



beiei 

Signaihir* o( applicani 




CASAS Objective 4.4*2 - Identify appropriate skills and education for 

keeping a job and getting a promotion 



CDL REQUIREMENT TEST 



CMVSA/86 • CDL Requirements Test 

S\\^y each question carefully and then indicate your choice by drawing a circle arourxJ the letter 
yog bave chosen. 

1. The --P' endorsement (PASSENGER VEHICLE) is required If: 

A. the driver transports 15 or more passengers, including the driver. 

B. the driver operates a vehicle designed to transport more than 15 persons, including 
the driver. 

C. operates a passenger bus for hire. 

D. the driver transports passengers more than 6 months of the year. 

2, The new BAC (Blood Alcohol CorKentralion) level is: 

A. .10 

B. .07 

C. .04 

D. .05 



3. If you operate a tractor-trailer tanker, which is air-brake equipped, you will be required to take: 

A. tank Vehicle and Hazardous Materia! endorserrjents. 

B. tank Vehicle, Air Brake, and Combination endorsements. 

C. tank Vehicle, Air Brake, Combination, and Hazardous Material endorsements 

D tank Vehicle, Air Brake, Combination endorsen^ents, and the Genera! Knowledge 
Test. 

A. The penalty for operating a commercial vehicle without a CDL can be as high as- 

A. $2,500 

B. $5,000 

C. $10,000 

D. $500 

5. The Commercial Motor Vehicle Safety Act of 1986 requires that if you are convicted of traffic 
violation (except parking) you must notify your employer within how many days after the 
conviction? 

A. 10 

B. 15 

C. 30 

D. 45 

6. You must have the Hazardous Materials endorsement If: 

A. you transport Hazardous Material on a regular basis. 

B. you haul Hazardous Material only in a tractor-trailer. 

C. you haul Hazardous Material in such a quantity that Hazardous Material placards are 
required. 

0. you haul Hazardous Material only on a full-time basis. 
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You have never received the Hazardous Material endorsement. When can you haul Hazardous 
Material legally? 

when the load does not require a placard 
^ B. never 
C. only as long as you drive intrastate 
p. only during daylight hours 

You w91 lose your CDL for one year upon the first convidion of which of the following: 

A. you drive a convnercial motor vehicle under the inf ]uer)ce of ak:ohol or a controlled 
substance (dmgs). 

B. you leave the scene of an accident involving a commercial motor vehicle you were 
driving. 

C. you used a cCiTimercial motor vehicle to commit a felony. 

D. atl of the at)Ove 

It you are convicted a second time for driving urxJer the influence of dnjgs, you will lose your 
license for; 

A. one year. 

B. three years. 

C. five years 

D. lifetime. 

If you are slopped by the authorities and your BAG is less than .04. but you-have any 
detectable amount, you will: 

A. be suspended for 30 days. 

B. be placed out-cf-sen/ice for 24 hours. 

C. lose your license for 60 days. 

D. lose your license for 3 years. 
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CASAS Objective 1.8.1 • Demonstrate the use of savings and checking 

accounts 

CASAS Objective 1.8.2 - Interpret the procedures and forms associated with 

banking services 



ObjectiverTo become familar with a bank register 



^. bdoy is Jonuofy 1 5. You hove wrirren o check for ro Seon for o clorhing fAjrchose. 

Enrer this rromocnon in your regisrer using check 01 . 
^. OnJonuory2l you reohze your bolonce is nor sufficient ro cover upcoming expenses You coll 

rhe bonk ro nr^oke o rronsfer from your sovmgs occounr ro checking fof 00. 
0. Jonuory 23 rhe bonk ouromoricolly deduos your cof poy menr of % 1 42. 62. You hove chosen 

rhis merhod of poymenr for your convenience ond expea rhis deduCTion eoch month 

4. Irs neor rhe end of rhe monrh. Jonuory 29. Check #02 will poy renr ro Worergore Aporrmenrs 
-in the omounr of S200 00. 

5. JonuoryOi is poydoy. You wish to deposit your ennre check for J263 52plus S25.00incQ4h. 

6. The evening of Februory 3 you ore shof t on cosh but need groceries. You go to rhe neorest 
Cosh Flow Tiellef ond withdrow JOO. 00. 

7. Februofy 4 you receive your monthly stoten^nt. The ending bolonce thor you see on your 
stotement should ogree with your bolonce on your cfieckbook t -ilonce. * Refer to rhe "easy" 
method to bolonce your occoont. 



Record the above transactions into the register below 

W)WT0USETH1SK£GI5T». . . 



T)siv hind\ r«|itirr h»\ btcn caTCfuilj dcUfncd lot 
yOu to ma'u cntnct «nd tlAtancnl nconciliiiion^ 

To(h< nrhi i\ ar Ckamrk* for xivnf t\»n6> icf 
tviri NOT E the Amoun'v tn the p4)tTtcni and 



COLUMN — Vit ihn u-ir>«J »hcp nconcil 
wt vouT yairmtnt fOf ncmv pmictf You can ict ai 



OTHER DEDUCT — U»c thti column lo 
tftdiXi «n> chJrfc^ ih«> alien yout Kcouni 

The iprcial it\ mc itv.urt in (he bxL of ihc nf^ 
luttv for ux ttponint purposes 

Savings cninev m>> be potto] m (he bacl d ihii 
mrr iJ appdc^bic ic- yoar aceoun' iiv3 for >Ou» 
convenience a<;>omaitc dcpoii: pa\men' 
itmjndei u Wxiied mitit the b*:l cc^ti 




n!AS( M SJ"I 1C MtUCt ChaRS(S YnaT *ff|C1 YOUR ACCOt;ti'' 



OWtC TC 0» ««• 'ttOfc C Of »« ■ 



50 



ERIC 
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Objective : To become familiar with reconciling a bank statement 

Using your bank register and the following monthly statement, follow the steps to 
reconciling your monthly statement 



SoOran bank 

Pf..;ONAL CHECKING 



ACCT. 
DATE 
PAGE 



123 HSL7 6 
02/DH/ 
1 



SOVRAN BANK CUSTOMER 
lc,5 MAIN STREET 
ANYWHERE, VA 



PLEASE EXAlVilNE AT ONCE. In me of error or inquiry, change of »ddresi, or for informition concerning direct 
■ ■epo^'r\. ice revcrj« side. 



TAX IDENTIFICATION / SOCIAL SECURITY NUHBER 123-MS-b7fiT 

DATE A110UNT BALANCE 

BALANCE FORUARD SO. 11 

ni/lt. CHECK REPlblTPMMS M6.13- l-lft 
01/21 CASHFLOliJ DEPOSIT 

AT SOVRAN CENTER I NORFOLK 350-00 351-16 
01/23 AUTOMATIC PAYMENT TO 

SOVRAN IL1> m2-b2- 205. Sb 

01/31 DEPOSIT #3MM REF21b7W0 306-52 517-06 
02/03 CASHFLOW UITHDRAUAL 02/02 0027 

AT SOVRAN CENTER II NORFOLK 30-00- Mfl7.D6 

D2/QH SERVICE CHARGE M.QO- Mfi3.D6 



SUMMARY INFORMATION 
AVERAGE BALANCE FOR STATEMENT PERIOD 17b -68 

BALANCE FORWARD 50-11 

2 DEPOSITS b56.52 

3 UITHDRAUALS/CHARGES 225-55 
BALANCE THIS STATEMENT U63.D6 
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232 



Change of Address 



D>te Change Etfactive 



C>ty. Suta and Zip Code 




Phon« No. 


Typ«(s) of acct.($) maintained and acct. no. 






Ci Regulif Savings □ Checking 


G Charga Card 


□ Instalmant Loan 


C AlfAmenain G C«rti1jaiu 


3 Safe Dapo&iT 


D Trust 4 invastrnant 



^ ' Customtr'j Signature 

QipbOff on dotted line and forvard to the branch where your checking account is rrMintained. 



You can easily Balance your Checkbook 
by following this procedure 

Fill in below amounts from your Checkbook and Bank Statement 



Balance shown on 
bank statement 

Add deposits 
not on statement 



Total 

Subtract checks issued 
but not on statement 

$ 



Balance shown in 
your checkbook 



Add any deposits not 
already entered in 
checkbook 



ToUl 



Subtract service 
charges and other 
bank charges not in 
checkbook 



Total 
Balance 



ToUl 
Balance 



In cfiM of Error or Inquiry corttao^ your r^earest branch or caH us at one of thanumbers 
below. 

For DIract Dapoalt InformatiOf^, or in case of errors or questions about your Elactroniclhansfar, 
contact your nearest branch or call us collact within the State of Virginia at: 

D*r«ct Iftquir** to: 



Tidewater Ar«ft> 

P O Soi hOO 

(164) 441^211 

Nwthcm Virginia Art*: 
P.O. Set 1017S 
Akundn*. Vu^nia 2Zl\0 



Richmond Area A Southii^ V«. Am* 
P O Sok 27025 
R<-hmond. Virpma 2326) 
(S04) 7llM-2t2.X 

QMr4on«vvilW Arta: 

f.o toi \izn 

OurkxwtviUe. Vvriam li^il 
(MD4) 977-2I54 



Abtn|dofi Am 

P O hox 917 
Abinfdon. Virpn>« 24210 
(70i) hlt^Wh Ejti 229 



ERIC 
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CASAS Objective 6.6.2 - Recognize, tise, and measxire linear dimensions, 

geometric shapes, or angles 
CASAS Ofajective 6.6.7 • Solve measurement problems in stipulated situations 

Objective: To solve construction problems using perimeter 



L How many linear feet of fencing must be purchased to enclose a ball field that has the 
following shape? 




320 ft. 



2. How many feet of baseboards are needed in a room that measures 20 feet by 16 feet? 
Subtract a total of 5 feet for doorways. 

3. At 12 cents a foot, how much will weather stripping around a window 34 by 56 inches 
cost? 

4. How many feet of fencing are needed to fence this yard? 



100 ft. 



54 ft. 




HOUSE 











HDnSBBEBmBBBBHI 
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes 



Objective: To solve problems using area 

1. How many square feet of carpet are needed for a hallway 34 feet long and 9 feet wide? 

2. How nvahy square feet will a sign painter have painted on a billboard 12 feet by 8 feet? 

3. Allowing one hundred square feet for each tree, how many trees can be planted in an 
orchard 320 feet by 200 feet? 

4. The town needs to sod the soccer field. How many square feet of sod are needed to cover 
an area 150 feet by 100 feet? 

5. The town will plant grass around the Memorial Garden. One and one-half pounds of seed 
will cover 1,000 square feet. Using the measurements below, find how many pounds of 
seed are needed. 




100 ft. 



200 ft. 
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CASAS Objective 6.63 - Measure area and volume of geometric shapes 



Objective: To solve problems using volume 

1. How much topsoil is needed to cover a lot 110 feet by 80 feet to a depth of 4 inches? 

2. How much dirt is removed for a basement 60 ft. long, 35 feet wide and 8 feet deep? 

3. How many cubic feet of concrete are needed to replace a sidewalk 4 feet long, 3 feet wide 
and 1/3 foot deep? 

4. How many cubic meters of water are needed to fill a swimming pool 20 meters long, 10 
meters wide and 3 meters deep? 

5. At $1.50 a cubic foot, what will be the price to pour a foundation 100 feet long by 75 feet 
wide by 1/2 foot deep? 

6. The parking lot at the Community Center needs to be repaved. How many cubic feet of 
asphalt are needed to cover an area 105 yd. wide, 165 feet long and 1/2 foot deep? 



liBllliiMUlii^^ — ^ 
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PRINCE GEORGE'S HOSPITAL CENTER 



Site: 



Classroom located in the Education Wing of Prince George's Hospital Center. 



Instructon 



Thomas Bullock 



Time: 



Work Release - 1 1/2 hours 
December 4, 1991 - January 17, 1992 
Wednesday and Friday 



8:30 - 10:30 PM 



Studenfa Employees from all departments of the hospital: billing, records, patient 

transport, dietary, emergency room, and nurses. 

Instructor Summary: 

The educational objectives in the Workplace Literacy Program, at Prince George's Hospital 
Center, offered students a broad overview of reading, math, and communication skills 
relevant to a health care environment. We began with the CASAS Employability Tests as an 
assessment of the students' abilities. Much of the instructional material used was acquired 
from each department of the hospital. Materials included request forms, patient statistic forms, 
employee handbooks, and medical dictionaries. Many of the subjects covered focused on job 
related applications and career usefulness. 

The students came from different departments of the hospital. As a homework assignment, the 
students were asked to think of a project they would like to undertake as a class. This project 
was to affect the hospital and combine reading, writing, math, and communication skills. The 
students chose to implement a hospital-wide recycling program. This project proved to be one 
of the major accomplishments of the course. For the recycling project, students had to do such 
things as research the need, write business letters, contact County officials, do a cost analysis, 
and meet formally with department directors and hospital officials. 

A strong effort was made to provide enrichment and challenge to advanced students, as well 
as to provide remedi ation, review, and individualized instruction to those whose skills needed 
assistance. Other instructional techniques used were games, group discussion, group problem 
solving, written assignments, and handouts. Students gained very strong appreciation for 
many of the topics covered through the instruction given, the project, the usefulness to their 
job, and their cooperative work with one another. 
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CASAS Objective 5.1.5 - Interpret information about special interest groups 



RECYCLING WASTE REDUCTION 

December 18 ^ 

What type of materials are thrown away? 

Who is currently doing waste hauling? Could they do recycling plus provide containers? 

Is it plausible to separate containers throughout a central collection containers. 

Where is the Prince George's recycling office. 

How much can be recycled? 

How much can be paper? 

How much corrugated cardboard? 

Go to the procurement office to see if recycling request was mailed out, thrown away, or filed. 
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CASAS Objective 5.1.5 - Interpret information about special interest groups 



Mr» Joe Sedlock 

Commercial Recycling Specialist 
Office of Recycling 
39400 Indlewood Peppercorn Place 
Suite 520 

Landover, MD 20785 
Dear Mr. Sedlock: 



January 3, 1992 



Prince George's Hospital Center 
3001 Hospital Drive 
Cheverly, Maryland 20784 



As a class project we are interested in developing a recycling program at our hospital 

We would like to set up and appointment to have you speak with us regarding this matter. Our 
class meets every Wednesday and Friday from 8:30 AM - 10:30 AM in room H-310. 

Thank you. 



Eva Briscoe, LPN 
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CASAS Objective 5A3 - Interpret information about special interest groups 



Prince George's Hospital Center 
3001 Hospital Drive 
Cheverly, MD 20784 
January 3, 199'2 



Ms. AlstonThomas 
Director of Recycling 
Georgetown University 

Dear Ms. Thomas: 

Our class vsrould like to thank you for the information you gave our instructor, Tom Bullock 
regarding the developing of a recycling program at our hospital. At this time we are gathering 
information to present a format of the plan to our Chief Administrator, Mr. Atzerott. 

We would like to confirm your visit for January 24, 1992 at 8:30 AM. We meet in room H-310 
of the main building. 



Sincerely yours, 



Carolyn Allen 
Dispatcher 
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CASAS Objective 6-7- Interpret data from graphs or compute averages 

WHERE DOES TIME GO 



Outcome : 



To illustrate, using graphs, 
workday is spent. 



how a students 



Ob joc t i ves : 



1. The student will be able to read, 

interpret and create bar graphSj 1 i ne 

graphs i and pie charts. 
E. The student will be _ab le to record 

activities and times on a chart. 
3. The student will be able to compute 

percentages . 



Dur a t ion: 
Mater i a 1 s : 



Four one tiour class periods. 

Samples of >/arious types of graphs and charts 
B 1 ank graphs > graph paper , and charts 
Table for recording information 
Rulers 



Lesson Development 



2. 



Review and explain the sample graphs and 
char ts . 

Have students bring in other samples found 
i n newspaper s , wor kp 1 ace charts, etc. 

Have students record the various 
activities they perform throughout the 
workday in the chart. 

Record the times at which the activity was 
started and ended. 

Sub tr ac t the t imes and record the 
duration ti me of each ac t i v i ty . 

Day E : Have students tr ansf er this 
information onto a bar graph and plot 
activity vs. duration ti me . 

Day 3: Have students transfer the 
i nf ormat ion onto a 1 i ne graph and plot the 
time of day vs. activity. 

Day ^ : Have students tr ansf er i nf or mat i on 
onto a pie chart that shows the percentage 
of time each activity took in relation to 
the total length of the work day . 



Developed by: 



Thomas Bui lock 

Pr i nee Georges Wor kp lace Literacy 
(EOE) Q8E-3667 
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CASAS Objective 4.2,4 - Interpret employee handbook 

MY JOB 



LESSON: MY JOB 



Ou Icq me : 



Ob J ec t i ves : 



The student will become 
job and more acquainted 
procedures of 



more f am i 1 iar' wi th their 
wi th the regulat ions and 
their department. 



3. 



To read and interpret procedures and 
regulations related to a job. 

To ask questions of unclear interpretations, 
gu ide 1 i nes j and /or procedures . 
To wr i te suggest ions that would contr ibute 
to a more efficient workplace environment. 



Dura lion: 



Two one hour classes. 



Materials: Copies of the employee handbook 

Copies of departmental manuals 

Lesson Development : 

1. Ask students what they are suppose to do in 

case of <snmethir>g they would probably not be 

familiar with in the handbook). 
8. Explain that there are many regu 1 at i ons 9 

procedures, as well as BENEFITS that they may 

not be aware of. 
3. Look through the tab 1 e of contents . Have 

students circle items they are not familiar 

with. 

^ . Read and make notes on those sec t ions . 
5. Invite the Employee Relations director to 
speak to the c 1 ass and answer quest i ons . 



Developed by: 



Thomas Bui lock 

Pr i nee Georges Wor kp lace Literacy 
(a02) 892-3667 
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Employee 
Benefits 
At 





DIMENSIONS HEALTH CORPORATION 

A not-for-profit community health system. 



PRINC€ GEORGE'S HOSPfTAL CENTH? 



3001Ho^s«alOiK« Cb^^.MO 20765 (301)341-2123 

GLADYS SPEliMAN NURSING CENfTER 

2TOMwcylar» Ch^KWty. MD 20765 (301)341^33fiO 



BOME HEALTH CENTER 

150)1 H^camCtniiifDiMi Bo^,^© 20716 (301)262'«11 



GREATER L^REL BELTSVIILE HOSPfTAL 

7100Cont«#Pt30fl Low*. MD 20707 (301 )4<?7- 7906 
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SUMMARY 



lENEm 


wNOfm 


WHO II lUQIIU 


WHEN IlttlftU 


WHAT YOU UZIUI 


Vision 

Insurance 


Hoap<tal 4 
Employ** 


FT k PTR 
Employsss 


First of month foJIOMyino 
smploymsnt 


Vtson cars tfisurancs 
With a schsduls of pay- 
msnt for contact isnsss 
or gtassss 


Pr»«cnplk>n 
Insurance 


Hospital & . 
Employs* 


FT I pjn 

Empfoysss 


First of month fo<lowir>g 
smploymsnt 


' Ptsscriptions filM at a 
rsducsd cost 


Lif« 

insurance 
& AD&D 


Hospital 


FT Employsss 
PTR Emptoysss 


Immsdiatsly 


Twigs annual salary 
fCUndsd down to nssrsst 
thousand, plus additional 
' $5,000 in ths svsnt of ac* 
ctdsntal dsath or 
dismsmt>srmsnt 

Ufs Jnsursnc*— of FT 



bsnsfit 
AD4D^Sams as FT 



Psnsion 
Plan 


Hoapiui 


FT 4 PTR 
Employ*** 


Aft*r 5 yrs of s*n/ic* 

(min. of 1,000 hr* wort(*d 


tncom* upon rstirsmant 
(amount is bsaad on 
tanatti of SMvica and ac« 
tuanai factors) 


Tax 

ShsHsrsd 

Annuity 


Emptoysa 


FT 4 PTR 
Employ*** 


lmm*diat*ly 


Voluntary r*tir*m*nt plan 
off*rs tax fr** *srnings 
and inv*stm*nt 

opportunity 


Hsatth 

Examination 


Hospital 


All Employ*** 


Upon *mpioym*nt 

One* par yaar 
<at PGHC) 


Prs-*mploym*nt phystcsl 

Hsalth scf*snings. blood 
pfsssurs chsclcs, and flu 
vaccinations 


Pharmacy 

Discount 


Hosp<tal 4 
Emptoysa 


FT 4 PTR 
Employ*** 


lmm*dtat*{y 


Prsscription drugs st cost 
plus 10% 


HospiUl 

Discounts at PGHC 


Hoapttai 4 
Empioyaa 


FT 4 PTR 
Employ*** 


lmm*diat*ty 


Discounts on hospital and 
dantal clinic chargss 


Cafstsria 

Discount 


Hospital 4 
Emptoya 


AJt Employ*** 


imm*diat*ly 


Discount on sK food 
purchasas 


Crsdit 

Union 


Emptoyaa 


AM Employ*** 


Immsdiataly 


Diract d*po*rt, ch*cKing, 
savings ar^ loan sarvic** 


Tuition 

Asimtxjrsamsnt 


HoapM 


FT Employ*** 

FT-RN Empioyaa* 
PTR-RN Employaas 


Aft*r completion of S20 
regular paid hr* 

Aftar 6 month* 
Aftar 2 yrs 


RsimtKjrsam*m of tunion 
cost for fot ralatsd 
cours* wort. Sub)*ct to 
provisions of tha Plan. 


Parking 


Hospital 


All Employ*** 


lmm*diat*ly 


Frss parking on outsids 
tots: snd discounted rstss 
for parking gsrags tt PGH( 


Child Cara 
Cantsr at PQHC 


Employs* 


AM Employ*** 


lmm*diatsty--basad on 
svaiiabiiKy 


Day cars tor childrsn 
sgss 3 mos lo 6 yrs 



NOTE: AJl banafrts ars oovamad by Diman*iorw H*atth Corpo<at«n policia*. 
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BENEFIT! 



•ENIRT 



WHO PAYS 



WHO IS CUOIIU 



WHIN lUCilU 



WHAT YOU HCCCtVC 



Vacitioo 
(Annual - 
L««v«) 



Ho«piUl 



FT EmptoyMt 



PTR Emp(oy»«t 



Accrual b^gmt on ctata o( 
t<npk>ym«nt. May o« 
uMd attar compiation 
S20 rtguiar p«>d hours 



0-3 yrt » 4 hra par pay 
partod (13 days par yr) 

4-15 yra«6 hra par pay 
pariod (19.5 days par yr) 

I6<f yr««8 hra par pay 
pariod (26 daya par yr) 

H*ro*ratad in proporiion to 
tha numbar ol hrs workad 
in a pay parted 



Holidays Hoapoal FT Empioyaaa Immadittaiy for fixad 

hoiidays; Floating 
Holidays, and of caiandar 
qufcrtac foliowtng compia- 
tion of proOation. 



0 fixad par yr - Naw 
Yaars. Mamonal Day. 
Jufy 4. Labor Day. 
Thank$g(vir>g. Chnatmaa. 
Pigs 4 floating holidays 







rm Emptoy— 
PTR-RN Employaaa 




^/i FT rata (4 hra par 

Holiday) 

Pro>ratad in proportion to 
tha numbar of hra wortcad 


SicK 
Laava 


HoapftaJ 


FT Empteyaaa 
FTR Empteyaa 


Accrual bagir^a on data of 
•mptoymant. May ba 
uaad attar compJation of 
S20 ragular paid hours 


15 days p%ryt with ^ 
unlimiiad accrual 

Pro-ratad m proportion to 
tha numbar of hrs worksd 
in a pay panod 


tncanttva 
Laava 


Hoap^tal 


FT A PTR 
Emptoyaaa 


Aftar complation oi 1040 
clockad hra if 16 hra or 
laaa of aicfc laava (patd 
or unpaid) or tWOP uaad 


8 hrs of Annual Laava 


ParsonaJ 
Laava 


HoapfUi 


FT APTR 
Empioyaaa 


Aftar complation of 520 
ragular paid hourt 


F.T.-^ hra/yr as naadad 
PTR— 4 hri/yr as naadad 


Civil 
Laava 


HoapiUl 


FT APTR 
Emptoyaaa 


Immadiataty 


Tima off with pay to 
aarva jury duty 


Milnary 
Laava 


Hoapnal 


FT EnFiployaM 


Aftar complation of 520 
ragular paid hours 


Up to 1 5 days off with 
pay for Military duty 



WorKart' 
Companaation 



Hoapnal 



AM Emptoyaaa 



Immadiataty 



Empioyar will provtda all 
bar>afrts dua pursuant to 
Md. Workars* Companta- 
tioo Law 



Woritar'a 
Companaation 
Diaabtitty 
Laava 



Hoaprtal 



FT APTR 
Emp4oy««a 



Immadiataiy 



FuM salary tor up to 90 
days for tamporary toul 
diaab<lrty provtdad 
qualificationa i a mat 



Haaith 
Insuranca 



Hoapdal A 
Empioyaa 



FT A PTR 
Emptoyaas 



First of month following 
amploymani 



Comprahansr^a group 
madical insuranca 
covvraga 



Oanta} 
Insuranca 



Hoapiul A 
Empioyaa 



FT A PTR 
Empioyaas 



First of month following 
amplOYmant 



Pravantiva A basic dantai 
covaraga 



FT • FulMima; PTR - Part-tima Ragular. FT-RN • FulWima Rag«tarad Nuraa. PTTVRN - Pan^bma RaguiAf Ragittarad Nuraa 
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CASAS Objective 5,1,6- Communicate one's opinions on a current issue 
CAS AS Objective 2,8 • Use published or broadcast information 



LESSON DEAR EDITOR 



Outcome: To wr i te a letter to the editor of a newspaper, 

respond to a memo > or other article. 

Objectives: 1. To read and interpret a newspaper article, 

wor kp 1 ace memo , or wor kp 1 ace r el a ted article. 

8 . To wr i te i nf or mat ion in a c lear j 1 og i c a 1 , and 
complete manner - 

3- To write a busi ness letter or memo . 

Duration: One one hour class. 

Materials: Handouts on how to write a business letter or 

memo 

Newspaper article, workplace memo - 

Lesson Development: 

1. Read and discuss a current newspaper article 
related to health care. 

2. Make notes of opinions. 

3. Draft, edit and write letters to the editor. 

Developed by: Thomas Bullock 

Prince Georges Workplace Literacy 
(202) 882-3667 
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The Hospital Horror Chart 



THC^RCAT WHITE LIE 
Hour Am«ric«*ft Ho»piUlt ••tray 
Our Trust «nd Endanger Our Liv«» 

By Wari 6o|d»niCh 

Simon t Schusttr 320p^ges S23 

By Robin Marantz Hentg 
The i>exl Ume you or your loved one 
checks into a hospital, consider thi&. Hospi- 
t;*! ^ur^r^ often com« frori temporary agern 
fi^N With bx standards, which cc^'ki mean 
that the nurse giving you an injcci* might 
have been convicted d fraud in aixHher 
•tate. or (he nurse making tnage <lccisioos 
in the emergency room might really be 

Hospital Slip'Ups 



trained for Uttle more than Uking a pulse. 

Hospital pharmaoes are o(ten staffed by 
part-time or untrained employees whose 
work IS inadequately Supervised, which 
could mean that the do^ge tn your tntrave* 
nous antibtotic solution is not quite what the 
doctor ordered. 

And hospital Uboratories are often so 
poorly run that a simple procedure like 
blood typing may be done incorrectly, whtch 
coukl mean that the transfusion you receive 
during routine turgery coukl be of a mis- 
matched blood type that your body will 
figbt--pouibly lo tike death. 

tMiOQCVOtLaO^Csl4 




■OOX WOItiaPr»«Dl 

In his seArmg indictment of the 
American hospital industry, Walt 
Bogd;tnich--a Washmgton*based 
wnter for the Wall Street Jourtul— 
cA'er^ case after case of dramatic slip- 
ups, which he says can happen in w 
tualty any of the nation's 6.000 hospt- 
tais. even those with steUar accrcdita- 
tkxvs and fine repuiattons. The resuit, 
repeated so often m this book that it 
almost becomes a mantnt. may well 
be the needless death of someone's 
mother or father. 

The stories of these deaths by 
oversight seem no less tragK as they 
become dreadfully familiar. But by 
the end of ^ Great White Lie." we 
come to feel that the real tragedy is 
this' th«t these errors are so integrat- 
ed into the system itself tfwt they arc 
bound to be repeated. 

The strength of thi:^ book b its cause 
histories. tok5 in scrupukxis deLttl and 
■nth rUm^s and places intact. One <d 
the mo&t disturbing u the story of Dil- 
bn Murphy, a 33-yesr-oki father of 
three who suffered a heart attack tn 
early 19^ and underwent coronary 



artery bypass surgery one week later 
at Charkxie (N.C.) Memorul Hospi- 
tal. Though the Saturday afternoon 
oper^ition went well, surgeon Francis 
Robicsek could not get Murphy's 
heart to siart beating agam m order 
to remove his patient from the heart- 
king machine. 

With mounting horror, we watch as 
Robtcsek p«ece$ together what hap- 
pened. During surgery. Murphy's 
heart was to have been preserved 
from damage by being bathed tn a 
cardMplegK solution that keep« the 
organ coo< and inert. But the bag con- 
taining the solution had been misla- 
beled by the weekend staff at the hos- 
pital pharmacy — and instead of being 
bathed « card)oplegK solutkm. it had 
been swimming for an hour n glu- 
cose Murphy died. a& did WiMum 
Anuck, another coronary patient who 
underwent bypass uirgery that same 
day and also was a victim of the phar- 
macy error. 

A/ter reading so many horror sto- 
nes, though, we kMe perspective on 
just how typcal they really are. If 
even the industry's self-regulatory ac- 
crediting body is comipt — af>d Bog- 



danK± gives ample evidence that it 
ts — is there any Amencan hospctal n 
whKTh It a safe to be sick.' How typical • 
is the nurses* temporary agency in • 
Fkjnda. which forces nuries to work ■ 
80-hour weeks and ooKhes them on ' 
how to fake an "RN" after theu- «gn»-^ 
ture even if they have no lioenM 
practice' How typical are the physi- 
cun:> in Loutsuna who extract a head ' 
lax for every patient they admit to a 
hospital they know to be more da/v* ' 
gerous. and less convenient, than the ' 
competing hospital that doesn't oder 
this mduocment' How often docs it • 
happen, as it did in Philadelphia, that 
a surgeon operates on s oorpae. be ' 
cause he is so tired and there is *so 
much bhot^ that he fails lo recognue 
that hxs patient died on the table? 

Stones like this make great anec- 
dotes, but they do not put mto per- 
spective the depth of the cnsis in 
American hospitals. And if people 
come av^ay from this book with an un- 
dOfcrentiated ca^ie of hospital phobu. 
then The Great White Lit" wUI have 
fallen short of its implied goal— to ■ 
foster a spuit of aaive consumerum 
on the part of hospttalixed patients. 

Tiu reviiwer u tin author of tkt 
forthcoming 'Being Adopled''and is 
work\ngon a book about thf orygtn , 
of rtfiv VI ruses. 



mimfumum 
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~ The Business Letter Format 

The gencraJ «ppc*r»ncc of a l^am htfr U vwy 
important. A reader mcj a letter before he or she retiU* li. 
~ A lyp#d k<ier m«it>« « ht-iiM' i(h«m « 

handwritten one. (If you do not type, as^k yuu tniiruc.tur 
for information on how to learn.) In any case, the ktter 

^ Wier bdcjw is an example of a t'u\\.lbV>:k Vormal. 
/ Notice how the six essential paru of the Iciicr arc 
* arranged on the page. 



© 



® 



© 



812 IfcA lUnzi^tOQ aCTMt 



Baluizm, l£D 21216 



Tl3« a&7 of BAinziumt p3A2uilj4 to buiU ft p42^1i34 

OD tb« oarxtfr cC IfcAhla^tcn aul Onfir*! iCrMU. As 
yoir ocznmiMlmflr. I intartfil In Imovria^ 
wb<Uw rMWWnri of yw pmaaot «pprqf» cT tiiJj 

If jTxi b«»« ftz^y ol3$«atkiu to building t2M p*rkl£4 kc^ 
p2MM DOU^ s« In VTttln^ wlUUn t2M &czt tiro 
w««)cj. a 0p«aua pAJMi wUl rwM All tmiItiTi' lirturt 
bcfcra & £l&a1 ff^^fim is ooMto. 

SflCMO&bir, your oplAlsi '^^^'^'t 

tlAoart^ youTft, 



0 HMdina 

(2) ln«4d« A^r«M 



(?) SalutaUoo 
©»ody 



Comp41m*ntaor 
© Signatur* 



► 112 
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More About Letter Parts 



Refer to the letter on page 112 as you read the explanation 
of the letter parts. 

(?) TheTieading consists of the letter writer's address and 
the date. 

(2) Thj&^hside address includes the name and address of 
the^erson or company receiving the letter. Use the 
abbreviation Ms., or Mr. before the person's name. 

(3) The salutation is the conventional greeting used in 
letters. Begin the salutation with the word Dear, the 
abbreviation Ms,, or Mr., and the person s last name. 
Put a colon (:) after the name. 

(4} The body consists of the written message organized 
into paragraphs. 

(5) The complimentary close is a polite expression that 
concludes the letter. Some examples of complimentary 
closing lines are Sincerely, Sincerely yours, and Truly 
yours. 

(b) The signature follows the complimentary close. Below 
your signature, your name should be typed (or neatly 
printed, if the letter is handwritten). 



▼ Practice 

A. Write the letter of the correct definition next to the term. 



a. the written message 

b. a polite expression that 
concludes the letter 

c. the letter writer's address 
and the date 

d. the handwritten name of the 
letter writer 

e. the word Dear followed by 
the name of the person 
receiving the letter 

f. the name and address of the 
person receiving the letter 

B. Find a business letter you have received at home. Label the six essential parts. 



1. heading 

2. inside address 

3. salutation 

4. body 

5. complimentary 
close 

6. signature 
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T Practice 



Most of the business letter parts below contain errors in capitalization, punctuation, 
spelling, or abbreviation style. Write the corrections on the lines provided. If there is no 
error, leave the line blank. You may use a dictionary. 

1. 432 N. Moss Rd. : 

New Orleans, LA 70 11 9 . 

September 6 199 

2. Mr. Jim Lowell = 

Lowell's Muffler Shop 

6034 north Clark Street 

Louisville Ky 40201 

3. Dear Mr. Lowell, 

4. Truely Yours; 

5. 120 w. Fulton avenue 

Dallas; TX 75080 

november 3, 199 

6. Ms. Carol Andrews 

1400 West Bucaro Avenue 

Dallr.s TX 75080 

7. Dear Ms. Andrews; 

8. congratulations! you 

have just won a free 

trip to Jamaica. . 

9. sincerely yours — 



251 
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WORKING TOGETHER 

Directions: -This exercise will give you practice using a business letter format. Choose a 
partner to work with. Read the contents of the business letter below and arrange the 
letter parts on the lines that follow. Use the full-block format as shown on page 112. 



1. The person letter writer is Juan 
Cabrera. He lives at 462 North Shady 
Lane, E^nston, Illinois. The zip code is 
60201. 

2. Use todays date in the heading. 

3. Juan is sending the letter to Yolanda 
Stone. She works at Bradley Realty, 800 
South Ridge Avenue, Evanston, Illinois. 
The zip code is 60201. 

4. This is the body of Juan's letter: 



Paragraph 1: 1 will not be renewing my 
lease because I am moving out of town. 
However, my moving date is June 30, 
and the lease expires May 31. Would it 
be possible for me to stay the extra 
month? 

Paragraph 2: 1 look forward to your 
response. Thank you for your help. 

5. Juan uses the complimentary close 
Sincerely yours. 




CASAS Objective 6.1.1 - Add whole numbers 
CASAS Objective 6.1.2 - Subtract whole numbers 
CASAS Objective 6.1.3 - Multiply whole numbers 
CASAS Objective 6.1.4 - Divide whole numbers 

CASAS Objective 6.1.5 - Perform multiple operations using whole numbers 



LESSON 21 



Objective : The student will be able to perform addition, subtraction, multiplication, and 
division operations on a set of numbers. 

Duration : One one-hour class 

Materials : Two sets of dice 

Lesson Development : 

To enhance math skills this game is a fun group activity. 

1. Toss the four die and write their face values on the board. 

2. The objective of the game is to add, subtract, multiply and /or divide the combination of 
numbers to get as dose to 21 as possible. 

3. The person who comes closest to 21 gets to toss the dice again. 



Developed by : 



Thomas Bullock 

Prince George's Workplace Literacy 
(202) 882-3667 
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CASAS Objective 4,1,6 - Interpret general work-related vocabulary 



UNDERSTANDING HEALTH CARE TERMS 



Objective: ^ . 

1. Students will be able to read and interpret general medical vocabulary. 

2. Read and locate information listed in alphabetical order. 

3. Utilize reference materials and glossary lists in medical texts, manuals, and handouts. 

Duration : Ongoing 

Materials : Glossary of health care terms 
Notebook 
Medical dictionary 

Lesson Development : 

1. Discuss and write on board words that we have heard on the job but do not know the 
meaning of. 

2. Ask the students to keep a record in their notebook of words that they hear, but do not 
know the meaning of. 

3. Bring the list each day to class and use glossary and dictionaries to locate the definitions. 

4. Have the students share their words with each other and explain the usage of each word. 

Developed by : Thomas Bullock 

Prince George's Workplace Literacy 
(202) 882-3667 



National Workplace Literacy Program 



SOVRAN BANK 

Site: ^Qasses 1 and 2: aassrooms located in the main office in Takoma Park, MD, 

Class 3: Computer room at DuVai High School in Beltsville, MD. 

Instructors : "Fran Prenata - ESL I 
Sue Donegan - ESL II 
^ David Moy - Computers 

- 

Time : . - Volunteer 

Class 1 & 2 - June 1, 1991 - August 24, 1991 
Saturday 

9:00 AM > 12:00 Noon 

Qass 3 - September 14, 1991 - December 14, 1991 
Saturday 

9:00 AM -12:00 Noon 
Instructor's Summary: 

The Sovran Bank Adtdt Workplace Literacy dass focused on the following woric-site educational 
programs: 

♦ Because of the downsizing and reorganization at Sovran, classroom work includes the 
following job-seeking skills: locating and answering classified employment ads, filling out 
job applications, writing cover letters and resvimes\ The oral aspect of how to conduct a 
job interview and practice conversation when asked various job related questions were 
emphasized. 

♦ An adult tape conversation program consisting of 14 lessons on how to improve verbal 
conversation and discussion was used. The title of the book and tape series is 'Timctions 
of American English". 

♦ A complete reading, writing, and oral program on many aspects of American culture was 
included. Examples: football, Halloween, baseball, the bald eagle, Moimt Rushmore, 
Coca-Cola, blue jeans, hot dogs, and chewdng gum. 

♦ An intense course on vocabulary and spelling programs to increase verbal conversation 
and writing and spelling improvement also included how to use an American dictionary. 
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A brief course and study gttide in VS. citizenship was presented. Students focused on 
American history and government with an emphasis on verbal conversation. 



Students-were given copies of "U.S. News and World Report" to read orally, discuss 
vocabulary meanings and provide stimulation and discussion on world events. 

A course in computer literacy was provided with an introduction to computer terminology, 
basic programming, how to use a spread sheet and word processing. 



O r: p 
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CASAS Objective 4.4.1 • Identify appropriate behavior, attitudes, and social 

interaction for keeping a job and getting a promotion 

SIX KEYS 



WORKSHEET ON VIDEO "SIX KEYS TO SERVICF 



KEY 


DEFINITION/BEHAVIORS 


WAYS TO DEMOKSTRATB-- 


# COMPETENCE 






• KNOWLEDGE 






• PRIDE 




1 


• APPEARANCE 






• COURTESY 






• EXTRA 
EFFORT 
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BUSINESS & PERSONAL CONDUCT 



Tiducmy describes the relationship of trust and confidence between a customer and 

a financial institution. ('Fiduciary' 
comes from the Latin word for truth or 
faith.) ■ 

This means that our customers entrust 
us with their financial assets and every 
C&S/Sovran employee has a . 
responsibility to protect this 
relationship. 

C&S/Sovran's Code of Conduct contains specific guidelines for employees on how to 
safeguard this fiduciary relationship. 

The Code of Conduct expects that all employees will: 

manage their business and personal affairs so as to avoid 
situations where public trust and confidence might be 
compromised or a law violated, 

treat all information about C&S/Sovran customers and their 
account relationships as confidential, and 

maintain the confidentiality of other C&S/Sovran information, 
such as: systems, designs, programs, products, and employees. 




NOTE: (The entire Code of Conduct can be found in the Personnel Policies 
and Procedures Manual, Circular Number PER201.) 
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Q UEST WORKSHOP 



Keys to Service 



50VRAN- 



Personnel Policies & Procedures Manu; 

Circular No 202 



F1?^CLM CORPORATION 



employees' 
responsibilities 



Employees are expected to practice good grooming habits, with 
neatness and cleanliness being of primary concern. Dress 
should be appropriate for their positions and must conform to 
the standards established by their managers. A casual or 
unkempt appearance is unacceptable, as are extremes of 
apparel, hairstyle, makeup, and accessories. 

Although specific standards of dress may vary based on work 
location, duties, and the amount of public contact to which 
employees are exposed, .the following general guidelines apply 
to all Sovran employees: 

• Clothing must be clean, neat, well-fitting, and business- 
like. Leisure, recreational, and party-type apparel is 
inappropriate. 

• Extreme or novelty styles of dress, hair, and makeup are to 
be avoided. Jewelry and other accessories should be 
chosen with safety in mind and should not be distracting. 

• Business-like footwear, suitable for street wear, is 
appropriate. Tennis shoes, shower shoes, thongs, and other 
obviously casual shoe styles are unacceptable. Hosiery is 
recommended. 

• See-through or revealing ciothingt strapless or backless 
dresses, tank tops, T-shirts, and shorts are unacceptable. 

• Except in restricted work areas and with the specific 
consent of the department manager, denim jeans and other 
jean-cut slacks may not be worn. 

• Hair, mustaches, and beards must be clean and neatly 
trimmed. 

Failure to conform to established standards of dress and 
groomjng may result in disciplinary action. Any questions 
regarding the appropriateness of a particular garment or style 
of dress should be referred to the employee's department/office 
manager. 
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CASAS Objective AAA - Identify appropriate behavior, attitudes, and social 

interaction for keeping a job and getting a promotion 

Business and Personal Conduct 

1 . What word desaibes a relationship of trust between a customer and a financial institution? 

2. What kind of situations should a Sovran employee avoid? 

3. How should Sovran employees treat all customer information? 

4. How should Sovran employees treat all C&S/Sovran information? 

5. What are examples of customer information that you deal with? 

6. What about examples of C&S/Sovran information? 
Employee Responsibilities 

1. What are "good grooming habits"? 

2. What kinds of extremes need to be avoided in work dress appearance? 

3. What type of apparel is inappropriate at work? 

4. How should jewelry be chosen? 

5. What kind of shoes are unacceptable? 

6. What is "revealing" clothing? Give two examples. 

7. Where can you wear jeans and cut-off jeans? 

8. Can you have a beard? 

9. Who can you ask if you have question about dress? 
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CASAS Objective 1,8.2 - Interpret the procedures and forms associated with 

banking services 



BANK TERMINOLOGY 



Name Date 

Match the following terms with their correct definition: 



1. 


Affiliate C 




8. 


Quicksilver "T" . 


2. 


Appl i cat ion Systems 




9. 


Dual Control Q 


3. 


Cash Management K 




10. 


Time Deposi t f - 


4. 


Check Routing Number 




11. 


Encoding Error H 


5. 


Clearinghouse f»* 




12. 


Intrabank ^ 


6. 


Correspondent Bank 




13. 


Overdraft Banking 


7. 


Private Line Secured 




14. 


Transaction Account 



A. A line of credit tied to a percentage of equity available on 
a customer's residence. 

B. Banks in a particular locality without check cashing 
facilities. 

C. A statewide one- or rrulti- bank SFC subsidiary. 

D. A unique 9-digit code assigned by the ABA to speed check 
cashing processing. 

E. A document used to transfer funds within the same bank. 

F. A deposit that cannot be withdrawn before a specified date. 

G. A security information protection technique using two people. 

H. Incorrect amount placed on the MICR line during processing. 

I. A service offered to demand deposit customers providing a 
line of credit linked to customer's account. 

J. Service mark used by Sovran/Central South for its proprietary 
ATM network. 

K. Department responsible for selling and enhancing services 
that Sovran offers to businesses/ such as Lockbox services. 

L. Data processing programs designed to perform specific tasks. 

M. A check clearing facility for convenience of nearby banks. 

N. A deposit account used for checking or third party transfers. 
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CASAS Objective 0.1.3 - Identify or use appropriate language in general 

conversation 



BANKER'S WIFE 



Banker's Wife's Blues 



Where does John live? 

He lives near the bank. 
Where does he work? 

He works at the bank. 

When does he work? 

He works all day 
and he works all night, 
at the bank, at the bank, 
at the great, big bank. 

Where does he study? 

He studies at the bank. 
Where does he sleep? 

He sleeps at the bank. 

Why does he spend all day, all night, 

all day, all night, 

at the bank, at the bank? 

Because he loves his bank 
more than his wife 
and he loves his money 
more than his life. 



2f>2 
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CASAS Objective 0.13 - Identify or use appropriate lang;uage in general 

conversation 



SOUNDS OF ENGLISH 

THE SOUNDS OF ENGLISH 



A 




Ap^jii i cat ion 


IN 




B 




Bank 


0 


- Operations 


C 




Cash 


p 


- PIN 


D 




Debit 


Q 


- Quickline 


E 




Encode 


R 


- Reject 


F 




FED 


S 


- Savings 


G 




Government 


T 


- Time deposit 


H 




Health insurance 


U 


- Underpaid 


I 




Info 


V 


- VOID 


J 




Just ice 


W 


- Weiland 


K 




Kranzley 


X 


- Box 


L 




Lock box 


Y 


- Year-to-date 


M 




Money 


Z 


- Zoo 



Short Vowels 



Long Vowels 



Other Vowels 



a 
e 



u 



pat 
pet 
pit 
pot 
putt 



a - ATM 

% - Eastern Op Code 

T - IRA 

o* - overdraft 

U - useful 



oo - 
oo - 



ow 
oi 



fool, true 
look/ put 
how/ about 
boil/ toy 



Digraphs 



sh - sheep 
th - think 



ch - cheap 
th - this 



"5 



*^ \y \.} 
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CAS AS Objective 4.2.2 - Interpret information about employee organizations 

FACT SHEET 



QUEST WORKSHOP 



Overview CAS/SoNTun Corporntion 



C&S/SOVRAN CORPORATION 
FACT SHEET 



C&S/Sovran is a Holding Company, meaning that it has controlling interest In other corporoiions. 

Sovran was formed in 1984 with the merger of First and Merchants Bank and VA National Bnnk. 

C&S was formed in 1906 with the merger of Citizens Bank and Southern Bank. 

C&S/Sovran Corporation was formed in 1990 through the merger of Sovran Financial Corp. of 
Norfolk and Citizens and Southern (C&S) of Atlanta. 

C&S/Sovran is the largest merger in the history of the American banking industry. 
C&S/Sovran maintains dual headquarters in Atlanta and Norfolk. 

• Total Assets . $50.3 billion. (Sovran accounts for about $24 billion.) 

• Total Deposits - $36 bDlion. (Sovran accounts for about $18.1 billion.) 

• Notional Ranking - 13th largest bank holding company in the U.S. 

• C&S/Sovran Branch Market - VA, MD, KY, TN, SQ GA, FL, and Washington, DC 
Total Branches - over 1000, third largest bank service delivery system in the nation. 

• Slock Listing - NYSE - CVN 



ADDITIONAL INFORMATION 



Total Employees - 30.000 (approximately) 

Total C&S/Sovran COAT Employees - 5,500 (approximately) 

Total C&S/Sovran Corporate Operations Employees - 3500 (approximately) 
Total C&S/Sovran Information Management Employees - 1500 (approximaiely) 
Total C&S/Sovran Corporate Communications Employees - 500 (approximaiely) 



Sovran Subsidiaries & Afliliates - Examples include: 
SovT^n Bar^k. N,A. Sovran CrcxJii Corp. 

Sovrari/D.C. Nalior^al Sovran Leasing Corp. 

Sovran Maryland Sovran Mortgage Corp. 

Sovran Bank Central So. Sovran Irxsurancc Agency. Inc. 

NOTE: Figure current as of January 1, 1991 



Sovran Invcsimcni 
Cash Flow. Inc. 
On Call. Inc 
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CASAS Objective 4.2.2 - Interpret information about employee organizations 



1. 


What is a-holdine company? 


2. 


What two banks merged to form C&S/Sovran? 


3. 


What dties are the two headquarters for C&S/Sovran? 


4. 


Name 4 states which have C&S/Sovran banks. 


c 
0. 


Wnat IS Its listing on the New York Stock Exchange? 


6. 


What is C&S/Sovran's national listing? 


7. 


How many people work for C&S/Sovran? 


8. 


How many people work in COAT? 


9. 


What is COAT? 


m 


What three divisions make up COAT? 




CASAS Objective 4.4.6 - Interpret operating instructions for use of a computer 



Imagine.that you work in a small office. Your office has just bought a personal computer. 
Your supervisor will teacK you how to use it. She has given you this diagram to study. 
Read itrthen answer the questions. 



1. What five parts make up the computer system? 



2. Where is the information that you put into the computer stored? 



3. What is the function of the monitor (screen)? 



4, What is the function of the printer? 



5. Is the printer connected to the keyboard or the CPU (Central Processing Unit)? 



ON THE JOB 




floppy disk: 
stores data 




ERIC 
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CASAS Objective 4.1.2 - Interpret job applications^ restunes, and letters of 

application 



NEED TO KNOW ► Goul: To learn \o lype a rasuma 5' 



* r t , 

, , ^ .... ' 

:r:.;::: i:''::!!:r":rr ^^^^ 



A resume, which is always included with a IcUcr of 
application, sets out your background and skills in a 1> 
or 2<page easy-lo-rcad formal. 

1. Mnrgliie: I" (sides, lop. and bottom) 

2. Tab: 5 spaces after longest heading 

3. Spacing: SS, TS l^elwccn sections. DS between 
items within a section. 

4. Head the resume with your name (typed in all 
caps), addiess, and leleplione number. Center this 
heading or lype it in block format at the left margin. 

5. Stale your career objeclive. 

6. Provide complete educational information. Include 
school names and addresses, dates you attended, 
diploma or degree received (or expected), and any 
courses or special skills lhal are job related. List the 
most recent informalion first. 

7. Provide complete work e.xperience. Include dates, 
the name and location of ihe business, and your 
title (or a description of your duties). 

8. You may want to include any special interests or 
hobbies after you list your work experience, 

9. List at least three icferences. Include iheir names, 
titles, addrcssc5i. nnd telephone numbers. 



Op ^ 
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CASAS Objective 4.1.2 - Interpret job applications, resiunes, and letters of 
application 



THE COVER LETTER 



A cover letter is an introduction to your resume, JIST Card or 
application. Address it to the specific person (such as' the Director of 
Personnel) to whom you are applying. Your cover letter should be 
brief and direct. 

Items to include in an application cover letter: 

1. Where you obtained the information about the job vacancy 
(example: newspaper, friend). 

^. State the specific job for which you are applying. 

3. Give the reason you want the job (interest in field, relocation, etc) 

4. List the present position or important duties which you can perform. 

5. Conclude with a request for an interview and instructions on how 
you can be contacted. 



TIPS FOR LETTER WRITING 



1. Follow a formal business letter format (see samples). 

2. The letter must be nleat with no visible errors, erasures, or 
corrections. 

3. Spelling, punctuation, and grammar must be correct. 



260 
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CASAS Objective 4.1.2 - Interpret job applications, resiimes, and letters of 

application 



.SAMPLE LETTER OF* APPLICATION 



Route #3 

Anytown, Yourstate 77702 
April 14. 19— 



Mr. Thomas E. Lee 
Personnel Director 
Jones Construction Company 
Box 19 

Yourtown, Yourstate 77704 
Dear Mr. Lee: 

Please consider me for the job of electrician's helper that was- 
advertised in The Daily Chronicle on April 10, 19 — , I will be 
graduating from Anytown High School on May 18, 19 — , and would 
like to become an electrician. 

The skills I have learned in my high school vocational wiring courses 
should qualify me for this job. I have had experience in all of the 
basic skills required in"residential wiring, including the safe use of 
power tools. A more complete description of my qualifications is 
given in the enclosed resume. 

I would appreciate the opportunity to come and talk to you about 
this job at your convenience. I can be reached by telephone at 
(405) 555-4433 ^after 3:30 p.m. or at the address listed above. 

Sincerely yours, 



Juanita Fernandez 

Enclosure 
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CASAS Objective 4.1.2 - Interpret job applications, resximes, and letters of 

application 



.1234 Main Street, S.W. 
Wishlngton, DC 20001 
Fabruary 7# 19 — 



Mr. Donald Hyatt 

The Honey Store 

4321 Office Street, H.W. 

Waahlngton, DC 20009 

Dear Mr. Hyatt 




During Ky laat three yeara in college, I worked part^tlBe^aa'a'telltr 
at the Flrat Union Savinga and Loan Aaaoclation* — Shortly*a£ttr'''gradu-'^- 
ation last May, 1 vaa protDOted to *the 'Mortgage Depart»ent?V>i/ Tespon'-* .' 
albilltlea here Include the accepting and initial *acraanlng*oiP 'mortgage 
loan Appllcationa. • . * > 

\ ■ - 

.My education and achool Activitiea relevant to the field of finance *re 
deacribed in the encloaed r^ause. f. ' :^ »*■ 

1 would appreciate an opportunity to diacuas thla *opening with you* X 
can be reached at 555-4039 «t ho»e after 5:30 P.M. or *t 555-3059 at 
the office. . ; " ^ 

Sincerely youra 

Carole Romanoff 
Encloaur* 
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BESTCOPY^AVAIlAB^'- 



CASAS Objective 4.1,2 • Interpret job applications, resiunes, and letters of 

application 



GAIL FRIDLING 
7000 Adelphl Road 
Hyattsvlllc, MD 20782 
(301) 779-5400 



CAREER OBJECTIVE 



To secure a responsible office support position with 
opportunities for growth. 



EDUCATION 

September 1983 
to June 1987 



Northwestern High School, 7000 Adelphi Road, Hyattsville, 
MD 20782. Graduation pending, June, 1987. 
Course work emphasized business and office education. 
Participated in Cooperative Office Experience work-study 
program during senior year. 



EXPERIENCE 

September 1986 
to Present 

June 1986 

to August 1986 



Departmen t of Health and Human Services , 3700 East-West 
Highway, Hyattsville, MD 20783. Clerk-typist in the 
Personnel Department. 



Bob's Big Bov, Prince George's Plaza, East-West Highway, 
Hyattsville, MD 20783. Waitress. 



ACTIVITIES 



REFERENCES 

(by permission) 



Photography Club 
Methodist Youth Group 
Cheerleaders 

Mrs. Iris Scott, Teacher, Northwestern High School, 

7000 Adelphi Road, Hyattsville, MD 20782, (301) 779-5A00. 

Ms. Angela Wright, Office Manager, Department of Health 
and Human Servies, 3700 East-West Highway. Hyattsville. 
MD 20783, (301) 436-8903* 

Mr. Richard Allan, Supervisor, Bob*8 Big Bov, Prince 
George's Plaza, East-West Highway, Hyattsville, MD 20783, 
(301) AA6-86A4. 
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CASAS Objective 4.1.2 - Interpret job applications, resximeS/ and letters of 

application 



Ronald Felton , ':' 

4472 Lafayette Drive ^ (. 

Decatur, Illlnoia' 62522 . 
(217) 384-2298 



ORJECTIVE 



Office management position with responsibility for managcacnt 
of accrctarlaX and clerical tnployeta and coordination of offlca 
functiona 

EDUCATION - ^ 

Bachelor of Science, Bualneac Adalniatration . ' 

Univaraity of Southern lllinoia, May 1973 ' ^'•-r.^ ■ ''i rt,^i*\ 

Aaaoctatc of Arte, Liberal Arte ^ ^'-.'^t^* 

RocKAont Coaxunity College, RockAont, lllinoia* Kay 1971' 

tXPERIEHCE • ' 

Office Super viaor— Peoria^^duatriea, October 1976 to preaant 

Serve aa Adainiatrative Secretary to Executive Vice ;' 

Prealdent ' ■ ' ^ 

Superviae cuatoacr service repreaentativaa and clerical 

employeea 

Reaponaible for accounta payable and data proceaaing control 
Coordinate with CPA for preparation of financial atateiftenta 
and achedulea i ' 



Sr. Account Clerk— City of Rockaont, Jun« 1974 . to October 1976 

- ^1; . • 

Prepared report* and billinga 

Monitored budget expenditurea for fifteen diviaiona of Public 
Worka Department ' . t - ' 

.Superviaad junior typiat clerk • , • 

SPECIAL SiaLLS o" *i'-jn54;,«ri.'/.': -/V • 

■ * *f *! ■. ' 

Typewriting rate, 90 worda per ailnute J'' TVi^/' AlR' i : : 
Shorthand dictation rate, 110 uorda p«r minute*' 'i'l * 
Working knowledge of all conznon office Mchinea 
Experienced operator, Xerox 860 Word Proceaaing Machine 



REFERENCES 

Available upon request 



O 
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CA3AS Objective 4.1.2 - Interpret job applications, resxunes, and letters of 

application 



April 19, 19-- 



Hr. Stnucl Dexter 
Hetropolittn Coenunlty College 
^27 Uctt Htton Avtout , 
Boston. HA 02108 



rvlewlnj m thl« p««t tu««<l«y^f or .thi'f '^ft.''Vv 
It, your d.p.rt^nt. Vr-^5&.5|§,#>;SV^ 



Dear Kr. Dtxtcrt 

Think you for Inte 
accrcttrial poaitioa 

After I left your office, Mra. Corlioni itttro4uead « to|]?ii;: 
the other acabcra p£ your department. I vaa gla4ft0^hav«'^r?P?S'^.- 
thia opportunity to talk with each of the. brltfly.y Maatio* 
all of you haa ude ae avan »ore tnthuaiaatic^abouttt-^;* jr^fft •i^V-f*. 
working at Metropolitan. 1 «a reminded of ay ownl^'^ST' ^-^^ V 
•xptrienct aa a part-tiat worT-atiidy atudant In'thal^l^-'J.^ • r^S •* 
Bualneaa Education Dapart»«nt while I waa working'on •y'r'.' '--^^r'- 
certificate In Secratarial Sciance, , KVftnw ' 't ' 

1 look forward to haaring fro» you. 

Sincerely, 




Margaret Browning 



O *7 ^ 
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CASAS Objective - Interpret job applications^ resumes, and letters of 

application 



SAMPLE FOLLOW-UP LETTER 



Route #3 

Anytown, Yourstate 77702 
May 7. 19 — 



Mr. Thomas E. Lee 
Personnel Director 
Jones Construction Company 
Box 19 

Yourtown, Yourstate 77704 



Dear Mr. Lee: 

Thank you for the opportunity to interview for the electrician's 
helper position. 

After talking with you about the position, I am sure that I would 
like to work for the Jones Construction Company and know that I 
could do a good job. 

Sincerely , 



Juanita Fernandez 
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CASAS Objective 4.1^ • Interpret job applications, resximes, and letters of 

application 



Q-vicstions That Mny Cone 'Jp Durinr; TUg Interview 



1 

1 . 


Tell me about your greatest achievement. 




L m 


What are your strengths? 




3. 


\\hrtz are your weaknesses? 




4. 


What courses in school do you like best? Least? VHiy? 




5. 


Do you prefer working with oMiers or by yourself? 




6. 


What are your career plans? 




7. 


Where do you hope your career uill be in two years? In 


five years? 


8. 


^-."hy do you want to join our company? 




9. 


\"/hy our company - versus yo\ir present etnployer? 




10. 


Why did you choose this field of work? 




11. 


Want especially qualified you for this job? 




12. - 


What -is an .' ideal boss for ycu? 




13. 


Tel^ r?.e sor^.,-* thing about your previous employ-ent . 




lA. 


Wny did you leave ycur last Job? 




15. 


Is it all rif,ht to call ycur previous employer for a reference? 
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Organizations Included in 
NationalWorkplace Literacy Program for FY 91 



Number of Students 



Unduplicated Count 



1 . American Pest Management 15 

3 T^n-week classes 

2. Cintas Uniform Cleaning 21 

1 ten week class 

3. Grace Culinary Arts 72 

5 ten- week classes 

4. Laurel Race Course 98 

9 ten- week classes 

5. Litton Systems Division 8 
Amecon 

1 ten-week class 

6. Loral Aero System 15 

1 ten-week class 

7. New CarroUton Public Works 29 

5 ten- week classes 

8. Prince George's Coimty 67 
Public Schools Facilities 

Department at Brown Station Road 
14 ten-week classes 

9. Prince George's Cotmty 13 
Hospital Center 

1 ten-week class 

10. Sovran Bank 30 

3 ten-week classes 



Total 368 
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SUBMITTED BY JOHN ?. CREIGHTON AS OUTSIDE EVALUATOR 



PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS' FY91-92 WORKPLACE 
LITERACY PROGRAM - FIRST EVALUATION REPORT 

I, John P- Creighton, am the designated third party outside 
evaluator for the federal grant funded workplace literacy 
program conducted by the Prince George's County, MD Public 
Schools . 

This is the first of three reports which will be made to the 
Office of Adult Education, Prince George's County Pviblic 
Schools. It covers the period of March 1, 1991 - September 
30, 1991. Not included are those workplace literacy 
programs which are conducted outside of the purview of the 
grant application approved and funded by the Division of 
Adult Education & Literacy, U.S. Department of Education. 

During this reporting period, a total of 131 employees 
participated in this program through fourteen classes 
offered at five work sites. For purposes of this report, 
those classes which were scheduled for a ten week session 
and which were extended for a second ten week period, are 
treated as one class each. In most cases, those employees 
participating in first term classes continued to attend them 
during the second ten week term. 

Also, two types of classes were conducted - workplace 
specific basic skills classes and workplace specific ESOL 
classes . 

GRANT PLANNING PERIOD SITE SELECTION ACTIVITY: 

While five successful workplace literacy sites were 
established, several other company sites - initially 
promising - proved not to be feasible: 

o Mash's Hams (a meat packing and processing company) would 
not allow classes to be conducted during the work day. In 
order to attend a class, employees would have had to leave 
the workplace and return after the work day. Prior 
experience with such an arrangement at other work sites 
provided a strong precedent that such an arrangement would 
not work. 

o Safeway Distribution Center Supervisors were unsuccessful 
in their employee recruiting efforts. It is believed that 
this organization did not make a very strong effort either 
to notify or to encourage employee participation. 
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o Branch Electric Company (a chain of fourteen Maryland 
retail electric appliance and parts stores). It was 
impossible to resolve scheduling and location problems given 
participants from fourteen locations, all with differing 
schedules and differing travel distances, 

0 Beretta USA (a firearms manufacturer) wanted a math 
program to begin prior to the School Systems' receiving its 
grant award notification. This company hired its own math 
teacher. 

Five workplace sites were established emd thirteen classes 
were conducted at these sites* These sites and classes are 
the subject of this report, 

PROCEDURES: 

1 visited and observed many of the classes when they were in 
session, informally interviewed teachers and students, and 
examined curricular materials in use. 

I developed an "Employer Evaluation" questionnaire 
instrument which contained thirteen open-ended questions. 
During August and September, I visited all employers 
involved in the program and conducted face-to-face 
interviews with them using this instrument. The respondents 
interviewed represented personnel most intimately involved 
with the program and most likely to be knowledgeable about 
its relative success and effectiveness, 

"Employee Evaluation" forms, which had been used in previous 
years, were again used. These forms were distributed by the 
teachers, collected and submitted. The anonymity of the 
respondents was preserved. 

I collected a total of ninety-five employee evaluation 
forms. Responses are aggregated by site and, where known, 
by class. All answers to the two open-ended que^stions are 
listed in this report. 

FINDINGS AND RECOMMENDATIONS: 

For the Prince George's County Public Schools' 
Facilities Department (five ABE classes). 

Three workplace basic skills classes were conducted for two 
ten week sessions and two for one ten week term, A total of 
156 classes were held. 

Enrollment for the five classes was 56 with an average 
of eleven students per class. 

4 



Worker attendance (computed as a percent of time actually 
enrolled) was very good particularly considering both busy 
summer maintenance schedules and summer vacations. 
(Participants received one-third paid release time.) Per 
class average attendance ranged from 95% to 73% with a "mean 
of the mean" of better than 83%. 

Responses from the Facilities Department's Director of 
operations were extraordinarily positive. He did 
express regret that GED preparation is not an allowable 
program since he indicated that a high school diploma would 
be of great benefit to his employees. 

The following is an analysis of the responses of twenty 
seven evaluations received from participating 
employees. Numbers in parentheses indicate the "N" : 

o Length of employment: Range from thirty-four years to 
one year with a mean of 15.1 years of service. 

o Three primary reasons for enrollment: 

- To Better Myself (21) 

- To Learn to Work With Numbers (12) 

- To Help My Children With School Work (8) 

o 89% described the class as "Very Helpful" and the rest 
as "Of Some Help" . 

o Three primary listings of perceived skill improvement: 

- Arithmetic (17) 

- Writing (14) 

- "Self-discipline" (9) 

o There was a mixed response to the question of the 
helpfulness of the instructional material with the 
mean falling at the high end of the "Somewhat 
Difficult to Learn" category. 

o 96.3% found the program "Definitely Interesting". 

o 78% were certain that what they learned would improve 
their job performance and another 18.5% believed it 
probably would. 

o 55.5% were sure that the instruction was geared to an 
appropriate level while another third believed that it 
probably was . 
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o Nine out of ten were sure that what they had learned 
was useful outside of class and the rest thought it 
probably would be. 

o Expectations of what classes would be like elicited 
the full range of responses with 56% percent agreeing 
that the classes were what they had expected while 
another 26% thought that they probably were. 

o All participants indicated that they would recommend 
the class to co-workers who need it. 

Indications of what they had learned included math (15) 
(Math was of great interest to this group); reading (4); 
English (5); writing and spelling (10); and doing one*s job 
better (1) . 

Twenty-eight percent would not change anything about the 
program. For the rest there was a strong interest in 
increasing the number of class hours available for 
instruction as well as some concern with perceived 
difficulties in scheduling classes during the summer months. 

Participant responses to the "helpfulness of the 
instructional materials" question, indicates that this issue 
should be explored further, I am unsure what these 
responses mean, while it could be that participants wish to 
interact with instructional materials which are perceived to 
be somewhat difficult to learn, it appears to be more likely 
that they are suggesting the use of less difficult 
materials. An exploration with the students should clear 
up this issue and suggest whether or not to revise the 
materials in use. 

Other than that, my observations and data collection 
findings do not indicate that any changes be recommended at 
this site. On the contrary, it appears to me that this site 
could serve as an exemplary model of workplace literacy in 
action. 



For Laurel Race Course {three classes). 



Three ten week classes were conducted in the stables area 
for the race course grooms and hot walkers. Two were 
workplace related ESOL classes and the other a basic skills 
class. A total of 58 class sessions were held. 

Enrollment for the three classes was 57 with an average 
enrollment of nineteen. 

Worker attendance was very good, particularly given the 
relatively high risk population. Teachers made 
extraordinary efforts to "round up" the participants. They 
are to be commended for knocking on room doors and visiting 
the recreation areas to insist that participants attend 
class. Per class average attendance ranged from 86% to 69% 
with a "mean of the mean" of 77%. 

Responses from the stable workers' Recreation Director was 
extremely positive. He took some pains to explain that, 
initially, this population was generally lacking in a sense 
of responsibility and a motivation to attend classes. His 
responses are enlightening. 

An analysis of the thirteen employee evaluation forms 
reveals the following: 

o Length of employment ranged from eight years to one month 
with a mean of two years of service. 

o Primary reasons for enrollment: 

- To Better Myself (9) 

- To Learn English (8) 

- To Get a Better Job (4) 

- To Learn to Read (4) 

o 86% believed the program to be very helpful while the rest 
saw it as of some help. 

o Primary listings of skill improvement: 

- Reading (9) 

- Sp'^aking English (8) 

- Writing (8) 

o One found the instructional material somewhat difficult to 
learn while the rest described it as easy or somewhat easy 
to learn. 



o 93% found the program interesting and one listed it as 
probably not interesting. 



o One didn^t know if the class would improve his job 
performance. The rest believed that it would. 

o Three fourths were certain that the class was taught at an 
appropriate level and the remainder thought that it 
probably was . 

o 86% were sure that what they had learned was useful 

outside of class while the rest thought that it probably 
was . 

o One answered that the class was definitely not what had 
been expected but all the rest replied that it was. 

o All agreed that they would definitely recommend the class 
to co-workers who needed it. 

Indications of what they had learned included math (4); 
reading (1); speaking and/or writing English (1); and the 
ability to say "thank you" (1). 

Other than a request for an auto repair course, no 
suggestions were made for program changes. 

The instructors at this site are commended for having 
developed an excellent very occupational specific workplace 
literacy curriculum. They researched this field and 
developed their own instructional materials. They provided 
for transfer of learning by going with their students to the 
stables and utilizing the learnings developed in class. 

I commend the Maryland Thoroughbred Horsemen's Association 
for providing materials for students to use in class and for 
providing tickets good for a hot dog and a soda as a reward 
to students for class attendance. 

The race course stable area represents a large target 
population in need of literacy services. A significant 
group are foreign-born who are non-English speaking or speak 
very little English. I recommend, therefore, that this site 
be retained and that classes continue to be offered. 
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For New Carrollton Dept. of Public Works (three classes). 

Two twenty week workplace-related basic skills classes and 
one ten week basic skills class were conducted for the 
city's public works employees. A total of one hundred class 
sessions were held. 

Enrollment for the three classes was 37 with an average 
enrollment of 12.3. 

Attendance was outstanding with a per class average range 
from 91% to 86% and a "mean of the mean" of 88.3%. 

Responses from Director of Public Works were extremely 
positive. He indicated a strong wish to extend the program 
for an additional twenty weeks. 

Twenty-four Learner Survey Responses were submitted which 
revealed the following: 

o Length of employment ranged from twenty years to one month 
with a mean of 9.4 years of service. 

o Primary reasons for enrollment: 

- To Better Myself (17) 

- To Learn to Work With Numbers (6) 

- To Help Children With School Work (6) 

o One did not know if the class had been helpful. All the 
rest found it extremely helpful or of some help. 

o Primary listings of skill improvement: 

- Performing Arithmetic (15) 

- Reading (13) 

- Speaking ( 7 ) 

- Self -discipline (7) 

o One found the instructional materials somewhat difficult 
to learn but all the rest said that it was easy to learn 
or somewhat easy to learn. 

o One answered that the program was probably not interesting 
but all the others said that it definitely or probably 
was . 



o Results were mixed on the learners* perception concerning 
the skills they had learned and their relationship to 
improved job performance: 38% believed they definitely 
would help job performance and another third thought that 
they probably would. 17% believed that they would not 
help and 8% did not know if they would help or not. 

o Similarly, one-half definitely agreed that the program was 
taught at an appropriate level and another 29% thought 
that it probably was. Four others, however, said that it 
probably was not. 

o Only one respondent believed that the skills learned were 
not useful outside of class. The others agreed that they 
definitely or probably were useful. 

o While 92% noted that the classes were definitely or 
probably what they had expected, two said they they 
definitely were not. 

o 87.5% would definitely recommend the class to a co-worker 
who needed it and 8% probably would. One probably would 
not , 

Indications of what the workers had learned included: math 
(16); reading (5); English & writing (4); and thinking and 
problem-solving (2) . 

Fifty percent had no suggested changes. There were four 
suggestions related to amount of class time or class time 
schedules . 

The mixed responses to many of these questions suggests 
that, while most workers were well satisfied with the 
classes, a few were not. If these classes are continued 
with some of the same workers, it would be worthwhile to 
poll them periodically to determine how well their needs are 
being met. 

It appears that there is strong departmental support for 
this program and that, given the flexibility to do so, one 
or more classes could continue to be conducted. 



For the Litton Systems, Amecom ESOL Class. 

One workplace related ESOL class was conducted for a twenty 
week session. 

Enrollment was eight students. 
Attendance averaged 87%. 

Responses from the Director of Employee Relations were 
totally positive. 

An analysis of tbo eight employee responses received is as 
follows : 

o Length of employment: Range from eighteen years to 
five years with a mean of 8.6 years of service. 

o Primary reasons for enrollment: 

- To Learn to write (4) 

- To Learn to Read (3) 
" To Learn English (3) 

- To Better Myself (3) 

o Five found the class extremely helpful and the other 
three saw it as of some help. 

o Perceived skill improvement included: 

- Writing (7) 

- Reading English (6) 
~ Speaking { 4 ) 

o Five found the class extremely helpful while the 
other three saw it as of some help. 

o Two-thirds felt the instructional material was easy 
to learn. 

o All who responded found the program definitely 
interesting. 

o Seven were sure that the class would improve their 
job performance and the remaining one thought it 
probably would. 



o Seven were sure or probably sure that the instruction 
was at an appropriate level and one thought that it 
probably was not. 

o Two-thirds were certain that what they had learned 
would be useful outside of class and the remainder 
believed that it probably would be. 

o Two-thirds agreed that the class was what they had 
expected and the others said that it probably was. 

o All respondents would recommend this class to a co- 
worker who needed it. 

Indications of what they had learned included reading (4); 
writing (3); and job related skills (5). 

Two participants recommended changes to the time allowed for 
class and one complimented his/her teacher. 

In addition to observations made and data collection 
findings, seven written student testimonials are attached. 
No program changes are indicated from these data. It is 
unfortunate that company fiscal constraints and worker 
schedules do not allow for a continuation of this class. 
Both the Director of Employee Relations and the 
participating workers wish it were not so. 



Sovran Bank (two classes) 



Two ten week workplace related ESOL classes were conducted 
on site on Saturday mornings during non -working hours. A 
total of 25 class sessions were held. 

Enrollment for the two classes was 23 with an average 
enrollment of 11.5. 

Attendance was a per class average of 78% and 85% with a 
"mean of the mean" of 81.5%. These attendance figures are 
excellent given the fact that participants returned to the 
work site on Saturdays which were non-working days. They 
were not provided with release time. 

Responses from the Operations Officer were generally 
positive. However, she expressed serious concern about a 
large drop-out rate in one class. She was equally concerned 
that the program had not made an effort to determine the 
reason for the increasing attrition. She investigated this 
issue on her own and believes that the teacher was not 
adequately meeting the needs of this high level ESOL group. 

Nine Learner Survey Responses were submitted. They revealed 
the following: 

o Length of employment ranged from three years to 18 months 
with a mean of 2.2 years of service. 

o Primary reasons for enrollment: 

- To Better Myself (7) 

- To Learn English (5) 

- To Get a Better Job (3) 

o 80% found the class to be extremely helpful while the 
other 20% found it of some help. 

o Primary listings of skill improvement: 

- Speaking English (9) 

- Writing English (6) 
• Reading English (5) 

o One found the instructional materials somewhat difficult 
to learn while the rest found them to be easy or somewhat 
easy to learn. 

o All listed the program as definitely interesting. 



o 78% were sure that what they had learned would definitely 
improve their job performance and the rest believed that 
it probably would. 

o Two-thirds were certain that the program had been taught 
at the appropriate level and the remaining one-third 
believed that it probably had been. 

o 89% were sure that the skills they had learned would be 
useful outside of class and the remaining one thought that 
it probably would be. 

o 78% said that the class was definitely what they had 

expected and the other two believed that it probably was. 

o All respondents would definitely recommend the class to a 
co-worker who needed it. 

Indications of what the workers had learned included 
speaking English (7); vocabulary (3); and generally improved 
ability to communicate in English. 

Four had no suggested program changes. The other four 
responses had to do with computer access, increased hours 
for class, home assignments and increased class time devoted 
to students speaking to one another. 

The only major problem related to this entire report stems 
from the perceptions of the employer at this site about one 
of the two classes. Given this situation, I recommend the 
following for all sites: 

1. Require that all instructors visit and tour the work site 
prior to the beginning of the first class. While the 
majority of instructors did visit and tour the worksites, 
at least one did not do so. 

2. Teachers should become acquainted with the work site 
supervisor responsible for the class and should 
informally report to that person on a regular basis such 
things as class activities, attendance information, 
student progress and areas of potential concern. Again, 
in most cases this procedure was followed. In a few 
cases, it was not. 



DIRECT QUOTES FROM WORKPLACE LITERACY EMPLOYER INTERVIEWS 



From the New Carrollton Dept. of Public Works Director: 

"Their morale is high. Three of them will go to junior 
college. One was able to keep up with diesel school because 
he knew his fractions. 

"This program clearly is preparing the younger guys for 
supervisory rolls. 

"I'd rate the instructional program as excellent. I think 
it's outstanding... All my best employees have stayed with 
it. There has been a great effort made. 

"The difference in supervisors will be an increase in 
education level by 40%. Some, who today are semi-literate, 
will be able to handle administrative tasks. 

"I have recommended this program to many other employers." 



Fron the Laurel Race Course Recreation Director: 

"They have gained self-esteem. They will talk now. They 
reach out and participate now. 

"The trainers don*t have to take them by the hand nearly as 
much . 

"The teachers went out and got the things that the workers 
need in the workplace. The teachers use things that are 
used on the job. Everything is related to the job 
environment which is outstanding. 

"The program is great!" 



From the Operations Officer at SOVRAN Bank: 

"The employees I We talked to really like the program and 
value it. 

"I worked a long time to get these classes and I'm really 
pleased. 

"It allows us to tap more of their potential. It gives our 
employees more flexibility. 

"The P.G. Schools has the most experience of providing a 
program of anyone. They are committed to doing a good job. 
There is a cooperative attitude** 

O c o 



From the Facilities Department Director of operations, P.G. 
Ptiblic Schools : 

"They are more interested in the technical aspects of their 
jobs than they were previously- They are more willing to be 
involved in things that require reading and interpretation. 

"Now, they want to be more involved. Before, they were in 
the background. We've given them confidence. 

"I've had several employees call me and say that it's the 
best we've ever embarked on as a department. 

"It instills confidence in all of our employees in our 
management and administration. 

"I think we have absolute excellence." 

From Litton Systems Amecom Division Director of Employee 
Relations : 

"Their conversational skills are much improved- They have 
more confidence and are more enthusiastic. I'm impressed. 

"One in accounting couldn't be put on the phone. Now she 
can be. 

"The employees loved it. They couldn't have been happier . 

"I think it's excellent. Everybody wins. The Company gains 
positive relations. We gain a more efficient and capable 
work force, 

"The way it was set up was painless for the Company," 
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY 
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES 



RESPONDENT: Robert Kuntz Director of Operations, 

Facilities Dept. 

ORGANIZATION: Prince George's county Public Schools 

DATE OF INTERVIEW: September 16, 1991 



1. Regarding participating employees, job performance 
changes noticed or not. 

"The response from their supervisors is that they are more 
interested in the technical aspects of their jobs than they 
were previously. That*s due to their better comprehension 
of reading and better math skills." 

2. Changes in employee job attitudes noticed or not. 

"Yes. That ties in to the first question. The supervisors 
have seen it" 

3. Indications of employee basic skills improvement seen 
or not. 

"Yes. I have had many conversations with their supervisors. 
They (the employees) are more willing to be involved in 
things that require reading and interpretation." 

4* (If #3 was "Did see indications of improvement) 

Improvement resulted in improved job performance or 
not . 

"It goes hand-in-hand. Given the type of work they do, many 
of the people were of the lower level in reading and math. 
Now, they want to be involved more. Before they were in the 
background. We've given them some confidence." 

5. Improved ability to communicate on job and solve 
job-related problems noticed or not. 

"I can't answer that. I've had conversations with them. 
They are happier and more involved. Based on the premise 
that a happy employee is a productive employee, I'd say, 
yes . " 



6* Nximber selected regarding instructional program 
effectiveness - On a scale of 5 to 1 where 5 = 
excellent and 1 = poor. 

"I'd give Betty Sonneveldt a five. She has the ability to 
develop trust with her students as well as enthusiasm." 

7. Opinion about how well employees like the program. 

"Very much. I've had several employees call me and say that 
it's the very best program we've ever embarked on as a 
department. " 

8. Problems with class scheduling, if any. 

"No. There were some requirements on our part, but it has 
not created any adverse problems." 

9. Degree of organizational commitment and support, 

"Very committed. My meetings with the administration have 
resulted in their support to proceed and to modify any work 
schedules or programs, guaranteeing their support for this 
undertaking. " 

10. Overall reaction to work-site classes. 

"I think it's terrific! Particularly literacy in the 
workplace classes- It says that management understands and 
is willing to do something about it. Particularly when 
you're in the education business. I've been here 27 years 
and this is the first time that we've done something like 
this." 

11. Overall benefits to organization, if any. 

"It results in a better finished product in respect to our 
building maintenance- It instills confidence in all of our 
employees in the management and administration. It 
motivates employees, especially those who were less 
motivated before." 

12. Likelihood of recommending program to another employer 
with similar needs. 

"Very likely. Directly because of the results. I've 
personally seen results from this class as well as what I've 
heard from the employees who have only the highest regard 
for the class." 




13. Suggestions for proarcun improvement* 

"I think we attained absolute excellence. All they had to 
do was come to class. Everything was done for them already 
- the teacher, the materials, everything. There is one 
thing. The grant doesn't allow the GED as part of this. 
Make the GED an ultimate part of literacy in the workplace." 
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EMPLOYEE EVALUATION INFORMATION 

CLASS LOCATION: BOARD OF EDUCATION MAINTENANCE YARD, 
BROWN STATION ROAD - FIVE CLASSES 



TEACHER: Betty Sonneveldt (All Classes) 



CLASS 1 . 

NUMBER OF CLASS SESSIONS: Thirty-nine, (two terms) twice 
weekly from April 29 - September 18, 1991. 

CLASS SIZE AND TYPE: Eight; Workplace-related basic skills. 

CLASSES ATTENDED: Range from 37 of 39 sessions to 4 of 6 
sessions. Average attendance as a function of actual class 
sessions enrolled: 81%. 

STUDENT ASSESSMENT: CASAS/ECS Placement and Survey 
Achievement Tests were administered and "Workplace Literacy 
Analysis Individual Profile*' completed for all students. 



CLASS 2 . 

NUMBER OF CLASS SESSIONS: Thirty-five, (two terms) twice 
weekly from April 29 - September 4, 1991. 

CLASS SIZE AND TYPE: Nine; Basic skills. 

CLASSES ATTENDED: Range from 32 of 35 sessions to 2 of 2 
sessions. Average attendance as a function of actual class 
sessions enrolled: 82% 



CLASS 3 . 

NUMBER OF CLASS SESSIONS: Twenty-one, twice weekly from 
April 30 - July 8, 1991. 

CLASS SIZE AND TYPE: Seven; Basic skills. 

CLASSES ATTENDED: Range from 17 of 21 sessions to 5 of 5 
sessions. Average attendance as a function of actual class 
sessions enrolled: 73% 
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CLASS 4. 

NUMBER OF CLASS SESSIONS: Nineteen, twice weekly from July 
11 - September 24, 1991. 

CLASS SIZE AND TYPE: 7; Basic skills. 

CLASSES ATTENDED: Range from 19 of 19 sessions to 2 of 2 
sessions. Average attendance as a function of actual class 
sessions enrolled: 95% 



CLASS 5, 

NUMBER OF CLASS SESSIONS: Forty- two, (two terms) twice 
weekly from April 30 - September 17, 1991. 

CLASS SIZE AND TYPE: 25; Basic skills. 

CLASSES ATTENDED: Range from 42 of 42 sessions to 5 of 8 
sessions. Average attendance as a function of actual class 
sessions enrolled: 85% 

RELEASE TIME? YES (ONE -THIRD TIME) 

NUMBER OF LEARNER SURVEY RESPONSES: Twenty-seven. 

LENGTH OF PRESENT EMPLOYMENT: Thirty-four years (1); 
Thirty- three years (1); Thirty-one years (1); Twenty-seven 
years (2); Twenty-four years (1); Twenty-two years (2): 
Eighteen years (2); Seventeen years (2): Sixteen years (2); 
Fifteen years (3); Eleven years (1); Ten years (1); Six 
years (1); Five years (1); Two years (3); One year (3). 

(In some cases, the following questions elicited more than 
one response : ) 

1. How Learned About Class: From a Meeting at work (12); 
From Supervisor (14); From a Bulletin (8). 

2. Why Enrolled: To Better Myself (21); To Get a Better 
Job (2); To Learn to Read (2); To Learn English (2); To 
Get a GED (2); To Learn to Write (6); To Learn to Work 
With Numbers (12); To Be Able to Help My Children With 
School Work (8); "have a real BA in literature but 
didn't have to take math-science req. College athlete 
(test scores were ignored by UM never got passed Algebra 
I in High School (D+)." (l); "l wanted to brush up on my 
math." (1); "Better my spelling." (2); "To prepare for 
college writing." (1). 
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3. Helpfulness of Class: Extremely Helpful (24); Of Some 
Help (3) . 

4. Skills Class Helped to Improve: Reading (8); 
Speaking (7); Writing (14); Performing Arithmetic (17); 
Self-discipline (9); Self -motivation (8); Spelling (2). 

5. Helpfulness of Instructional Material: Easy to Learn 
(8); Somewhat Easy to Learn (7); Somewhat Difficult to 
Learn (13); Very Difficult to Learn (1). 

6. Degree to Which Found Program Interesting: Definitely 
Yes (26); Probably Yes (1). 

7. Degree to Which Skills Learned Will Improve Job 
Performance: Definitely Yes (21); Probably Yes (5); 
Probably Not (1) . 

8. Degree to Which Program Was Taught at Appropriate Level: 
Definitely Yes (15); Probably Yes (9); Probably Not (1); 
I Don' t Know ( 2 ) . 

9. Degree to Which Skills Learned Are Useful Outside of 
Class: Definitely Yes (24); Probably Yes (3). 

10. Degree to Which Class Was What Expected: Definitely Yes 
(15); Probably Yes (7); Probably Not (4): Definitely Not 
(1) . 

11. Would Recommend Class to a Co-worker Who Needs It: 
Definitely Yes (27). 



(The following two questions were open-ended in nature. 
Answers are reproducea as written:) 

12. What Learner Can Do That Could Not Do Before: 

"Read, Write, Spell." 

"My math and English are better." 

"Write letters better and understandy verbs and subjects 
better. " 

"I have a much better understanding of Math and 
Reading . " 

"I am more educate with Math and also brushing up on 
Fraction is very good." 
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"Fractions . " (2) 

"Multiply and divide fractions. Forced (by need) to 
perform problems to get real ansv -rs rather than just 
guessing . " 

"subtract fractions . " 

"Nothing. " 

"I feel I can do Ratio & Proportion Better as well as 
Percents . " 

"I can figure percentages and fractions easier." 
"Deal with number better and faster." 

"I can do my Job Better. I Also have got much Better in 
Math. " 

"I can read better than I could. I can also do more 
Math, spell better. " 

"Great improvement in talking, writing, math, english. 
I can do plumbing jobs, in less time than before." 

"I can do math better and spell better." 

"This class is making my spelling, reading and writing 
better. " 

"I have learn more in language & Math than what knew 
before . " 

"I can write more efficiently. 

"Do more work at home, but this don^t alway work out." 

"Find percents, add, subtract, multiply, divide, 
Fractions, decimals, pick out pronouns, adjectives, 
past participles, verbs, adverbs, write, essays, 
punctuation , " 

13. What Learner Would Change About the Program: 

"Nothing" (4) 

"to start class in the morning especially in hot 
summer . " ( 2 ) 



"I would change the hours and sometimes with Two 
instructors . " 

"More Time . " ( 3 ) 

"The program is perfect for persons need to learn at 
this level . " 

"Make the classes last longer in semester. " 

"Some of the hard things Stay a little longer {and Keep 
the same teacher." 

"I'm so thankful, I would not change anything." 

"The time. Summers are busy and many people take 
vacations . " 

"Have a longer class." 

"I would arrange for the class to be taught in the fall 
of the year. During summer we have to many jobs to do. 
This causes us to miss some classes." 

"Go a little slower." 



PRINCE GEORGE «S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY 
SPRING/SUMMER, 1991 EMPLOYER EVALnATION SURVEY RESPONSES 



RESPONDENT: Robert T. Griffith, Recreation Director 

ORGANIZATION: Laurel Race Course 

DATE OF INTERVIEW: August 7, 1991 



1. Regarding participating employees, job performance 
changes noticed or not, 

"Yes. They started to dress up for the classes and to, 
practice better hygiene, (*) Teaching them English related 
to their job,. It's easier for the trainers who employ 
them. They now can understand them a lot better. It's 
improving this relationship." 

2. Changes in employee job attitudes noticed or not. 

"Yes. Coming to class - it reflects their lifestyle. They 
have gained self-esteem. They will talk now. In the past 
they wouldn't mingle or get off the racetrack. Now they go 
to the movies. They have more confidence." 

3. Indications of employee basic skills improvement seen 
or not. 

"Yes. I haven *t witnessed that but knowing more English 
shows that they have improved." 

4* (If #3 was "Did see indications of improvement) 

Improvement resulted in improved job performance or 
not. 

"Better. It relieves the trainers more. They don't have to 
take them by the hand as much," 

5, Improved ability to communicate on job and 
solve Job-related problems noticed or not, 

"Yes. They are doing things that they haven't done in the 
past. They want to play a North American/South American 
soccer game. They wouldn't have done that before. They 
reach out and participate now." 




6. Number selected regarding instructional program 
effectiveness - On a scale of 5 to 1 where 5 = 
excellent and 1 = poor, 

"Five. For one thing, the teachers went out in the areas 
they work in and got the things they need in the work place. 
They (the teachers) use things that they use on the job. 
It's work-related knowledge. It's very beneficial. I 
requested medical, dental, and pension plans. The teachers 
had people brought in to explain them. Everything is 
related to the job environment which is outstanding" 

7. Opinion about how well employees like the program. 

"Very much. Because they come back and because of the 
changes in their appearance. The teachers' abilities are 
right. They enjoy the teachers." 

8. Problems with class scheduling, if any. 

"No. They are offered at the best time available. These 
times conflict the least. Conflict is minimal," 

9. Degree of organizational commitment and support. 

(N.B. The organization is the Maryland Thoroughbred 
Horsemen's Association.) 

"Very committed. They have provided lots of supplies. Also 
they provide a ticket for each student that gets them a free 
hot dog and coke after class. They're doing it every day, 
like providing forms they need." 

10. Overall reaction to work-site classes. 

"It's a great thing. A lot of these people need it. A lot 
of them came from dysfunctional homes. They have some 
structure now. The classes help them to take some 
responsibility for their lives. Here, they have no bills. 
They have a sheltered life. It's harder to get them to take 
that first step. Some won't take the responsibility. I 
wish there was a larger attendance. There are a lot of 
people who could use it. 

11. Overall benefits to organization, if any. 

"Improving the work force (*) You're upgrading the level 
of the workers. They will be better educated and more 
intelligent . " 

12. Likelihood of recommending program to another employer 
with similar needs. 

"Very likely. You're improving your work force. It's 
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easier to tell someone about it. It teaches the employees 
to assume some responsibilities." 

13. Suggestions for program improvement. 

"The program is great. All that^s lacking is getting more 
of them to come to it. Getting them to take that first step 
and want to come to it. You might have a better response 
at other places . " 
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EMPLOYEE EVALUATION INFORMATION 
CLASS LOCATION: LAUREL RACE COURSE - THREE CLASSES 
TEACHER: Belinda Elmer (Two workplace related ESOL classes) 
FOR CLASS 1 : 

NUMBER OF CLASS SESSIONS: Nineteen afternoon classes, twice 
weekly, from May 13 - August 7, 1991. 

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: 24; 

Beginning leve] workplace specific ESL; N=0 

CLASSES ATTENDED: Range: From 15 of 19 sessions to 1 of 1 
session. Attendance as a function of actual class sessions 
enrolled: 76%. 

FOR CLASS 2: 

NUMBER OF CLASS SESSIONS: Nineteen late afternoon classes, 
twice weekly, from May 13 - August 7, 1991. 

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: Twenty; 
Intermediate level workplace specific ESL; N=0 

CLASSES ATTENDED: Range: From 11 of 19 sessions to 1 of 1 
session. Attendance as a function of actual class sessions 
enrolled: 69%. 

RELEASE TIME? No, 

STUDENT ASSESSMENT: The CASAS/ESL Test was administered and 
the "Workplace Literacy Analysis Individual Profile" was 
completed for selected students. 

LEARNER SURVEY RESPONSES: No survey response forms were 
subm.itted. 

TEACHER: Mary Ellen Butlak 

NUMBER OF CLASS SESSIONS: Twenty afternoon sessions from May 
15 - August 7, 1991. 

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: Thirteen; 

Workplace specific Basic Skills; N=13 

CLASSES ATTENDED: Range: From 20 of 20 sessions to 1 of 1 
session. Attendance as a function of actual class sessions 
enrolled: 86%. 

RELEASE TIME? No. 
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STUDENT ASSESSMENT: MAPP/CASAS Placement Tests and Survey 
Achievement Tests were administered to all students. 

LEARNER SURVEY RESPONSES: 

LENGTH OF PRESENT EMPLOYMENT: Eight years (1); Five years 
(1); Three years (1); Two years (2); Eighteen months (1); 
One year (1); Seven months (1); Four months (1); Two months 
( 1 ) ; One month ( 2 ) . 

(In some cases, the following questions elicited more than 
one response : ) 

1. How Learned About Class: From a Friend at Work (8); 
From a meeting at work (2); From Supervisor (1); From a 
Bulletin ( 3 ) . 

2. Why Enrolled: To Better Myself (9); To Get a Better Job 

(4) ; To Learn to Read (4); To Learn English (8); To Get 
a GED (2); To Learn to Write (1); To Learn to Work With 
Numbers (2); To Keep My Mind Busy (1); To be Able to 
Learn Auto Repair (1). 

3. Helpfulness of Class: Extremely Helpful (12); Of Some 
Help (2) . 

4. Skills Class Helped to Improve: Reading (9); 
Speaking (8); Writing (8); Performing 
Arithmetic (4); Self -discipline (3); Self-motivation 

(5) . 

5. Helpfulness of Instructional Material: Easy to Learn 
(12); Somewhat Easy to Learn (4); Somewhat Difficult to 
Learn ( 1 ) . 

6. Degree to Which Found Program Interesting: Definitely 
Yes (12); Probably Yes (2); Probably Not (1). 

7. Degree to Which Skills Learned Will Improve Job 
Performance: Definitely Yes (10); Probably Yes (5); 
Don^ t Know ( 1 ) . 

8. Degree to Which Program Was Taught at Appropriate Level: 
Definitely Yes (12); Probably Yes (4). 

9. Degree to Which Skills Learned Are Useful Outside of 
Class: Definitely Yes (12); Probably Yes (2). 

10. Degree to Which Class Was What Expected: Definitely Yes 
(10); Probably Yes (2); Definitely Not (1). 

11. Would Recommend Class to a Co-worker Who Needs It: 
Definitely Yes (13) o ^ r> 
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(The following two questions were open-ended in nature. 
Answers are reproduced as written:) 

12. What Learner Can Do That Could Not Do Before: 

"Math that I didn't learn and forgot." 

"I can solve math problems better. Speak and write 
better English. Read graphs." 

"Tighting up my knowledge of skill better and having the 
strengh to take my GED." 

"Multiply fractions. Divide fractions. Percents . " 
"read better & Faster. time tables" 

"Now I can say thank you. I couldn't even do that when 
I first came to class." 

13. What Learner Would Change About the Program: 
"Auto Repair . " 

"Nothing." (3) 
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PRINCE GliORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY 
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES 



RESPONDENT: Richard Robbins, Director of Public Works 

ORGANIZATION: Nev. Carrollton Dept. of Public Works 

DATE OF INTERVIEW: August 6, 1991 



1. Regarding participating employees, job performance 
changes noticed or not. 

"Yes and no. Sixty to seventy percent of them are 
involved in the classes. The bulk of their work is physical 
work. It's the first time anyone has given the employees 
anything. Their morale is high. Three of them will go to 
junior college. One was able to keep up with diesel school 
because he knew his fractions." 

2. Changes in employee job attitudes noticed or not. 

"It's hard to say. A whole lot of things have happened over 
the past two years. Morale is good right now and education 
is part of it along with other things." 

3. Indications of employee basic skills improvement seen 
or not . 

"Realize the types of Jobs they have. I*m constantly 
sending people to various schools. They do better because 
their minds are stimulated." 

4. (If #3 was "Did see indications of improvement) 
Improvement resulted in improved job performance or 
not . 

"I have a spectrum of skill levels. This program clearly is 
preparing the younger guys for supervisory rolls. I've had 
one-third of my men become computer literate." 

5. Improved ability to communicate on job and 
solve job-related problems noticed or not* 

"I can't say I have. We have good communication skills 
among us . " 



O C\ r 
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6. Number selected regarding instructional program 
effectiveness - On a scale of 5 to 1 where 5 = 
excellent and 1 = poor. 

"I'd rate it a 5 . I think it*s outstanding. They (the 
inst:ructors) clearly work to stimulate the employees. They 
look for work-related stuff to use. The instructors are 
pleased with what they see. All my best employees have 
stayed with it. There has been a great effort made." 

7. Opinion about how well employees like the program. 

"They like it. I've spoken to the men. It can lead to 
community college work which is paid for by the city 100%." 

8. Problems with class scheduling, if any. 

"There are trade-offs. We're robbing Peter to pay Paul. 
The least impact would occur in the winter. But we don't 
have any real problems and the politicians are tickled 
pink." 

9. Degree of organizational commitment and support. 

"Very committed. This is not a problem at all. Everything 
was very archaic. There is no opposition to improving our 
employees . " 

10. Overall reaction to work-site classes. 

"They are at City Hall in the auditorium and Council 
Chambers. It's a nice clean work environment." 

11. Overall benefits to organization, if any. 

"The difference in supervisors will be an increase in 
education level by 40%. Some who today are semi-illiterate, 
will be able to handle administrative tasks." 

12. Likelihood of recommending program to another employer 
with similar needs. 

"Very likely. I have, to many. Definitely. To get the 
most out of your employees, you put things in." 

13. Suggestions for program improvement. 

"Smaller classes, ideally and more diversity. I wish it 
could go on another twenty weeks. The longer they go, the 
better." 
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EMPLOYEE EVALUATION INFORMATION 

CLASS LOCATIO:^: CITY OF NEW CARROLLTON, DEPARTMENT OF 
PUBLIC WORKS - THREE CLASSES 



TEACHER: Mary Ellen Butlak 

NUMBER OF CLASS SESSIONS: Forty, twice weekly. Two separate 
class terms were conducted: A twenty class semester from 
April 25 - July 18, 1991, and a twenty class term from July 
25 - September 27, 1991. 

CLASS SIZE AND TYPE: Seventeen; High level workplace related 
basic skills. 

CLASSES ATTENDED: Range from 38 of 40 sessions to 5 of 7 
sessions. Attendance as a function of actual class sessions 
enrolled: 88%. 

RELEASE TIME? Yes. 

STUDENT ASSESSMENT: MAPP/CASAS Placement and Survey 
Achievement Tests were administered to all students. 



TEACHER: Phyllis Oarr 

NUMBER OF CLASS SESSIONS: Forty, twice weekly. Two separate 
class terms were conducted: A twenty class semester from 
April 25 - July 18, 1991, and a twenty class term from July 
19 - September 27, 1991. 

CLASS SIZE AND TYPE: Ten; Beginning level basic skills. 

CLASSES ATTENDED: Range from 39 of 40 sessions to 1 of 1 
session. Attendance as a function of actual class sessions 
enrolled: 91%, 

RELEASE TIME? Yes. 

STUDENT ASSESSMENT: MAPP/CASAS Placement Tests and Survey 
Achievement Tests were administered to all students. 



TEACHER: Christine B. Jones 

NUMBER OF CLASS SESSIONS: Twenty, twice weekly from April 2 5 
- July 18, 1991 . 

CLASS SIZE AND TYPE: Ten; Intermediate level basic skills. 



CLASSES ATTENDED: Range from 20 of 20 sessions to 1 of 1 
session. Attendance as a function of actual class sessions 
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enrolled: 86%. 



RELEASE TIME? Yes, 

STUDENT ASSESSMENT: MAPP/CASAS Placement Tests and Survey 
Achievement Tests were administered to all students. 



TOTAL NUMBER OF LEARNER SURVEY RESPONSES: 24 



LENGTH OF PRESENT EMPLOYMENT: Twenty years (1); Seventeen 
years (1); Sixteen years (4); Fifteen years (1); Thirteen 
years (4); Eleven years (2); Ten years (2); Eight years (3); 
Two and 1/2 years (1); Two years (3); Six months (1); Four 
months (1); One month (2). 

(In some cases, the following questions elicited more than 
one response : ) 

1. How Learned About Class: From a Friend at Work (3); 
From a meeting at work (9); From Supervisor (18). 

2. Why Enrolled: To Better Myself (17); To Get a Better 
Job (5); To Learn to Read (4); To Learn English (4); To 
Get a GED (2); To Learn to Write (3); To Learn to Work 
With Numbers (6); To Be Able to Help My Children With 
School Work (6); "To refresh an thing that I have 
forgotten." (1); "To see what I could learn." (1); "to 
Lean More about read math English." (1); "Just for the 
hell of it." (1); "To refreash on thing I have not use 
in a long time . " ( 1 ) . 

3. Helpfulness of Class: Extremely Helpful (15); Of Some 
Help (10); I Don't Know (1). 

4. Skills Class Helped to Improve: Reading (13); 
Speaking (7); Writing . (6); Performing 
Arithmetic (15); Self -discipline (7); Self -motivation 
(5); "getting back into the "Learning" Process." (1). 

5. Helpfulness of Instructional Material: Easy to Learn 
(13); Somewhat Easy to Learn (10); Somewhat Difficult to 
Learn ( 1 ) . 

6. Degree to Which Found Program Interesting: Definitely 
Yes (17); Probably Yes (6); Probably Not (1). 

7. Degree to Which Skills Learned Will Improve Job 
Performance: Definitely Yes (10); Probably Yes (8); 
Probably Not (4); Don't Know (2). 

8. Degree to Which Program Was Taught at Appropriate Level: 
Definitely Yes (12); Probably Yes (7); Probably Not (4); 
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Don't Know (1) . 

9. Degree to which Skills Learned Are Useful Outside of 
Class: Definitely Yes (18); Probably Yes (5); Probably 
Not ( 1) . 

10. Degree to Which Class Was What Expected: Definitely Yej 
(15); Probably Yes (7); Definitely Not (2). 

11. Would Recommend Class to a Co-worker Who Needs It: 
Definitely Yes (21); Probably Yes (2); Probably Not (1) 



(The following two questions were open-ended in nature. 
Answers are reproduced as written:) 

12. What Learner Can Do That Could Not Do Before: 

"The proper way to go solve a problem in the course or 
learning project." 

"My math became a little better, also my writing 
improve • " 

"I can do my mathematics better." 
"lean math as in division and more factions." 
"My Reading is Improving Very Nicely." 
"percentage . " 

"Everthing is about the same." 
" Square footage . " 

"different kind of math & English dimension." 
"I work with math and fractions much better." 
"Work with numbers." 
"Nothing. " 

"I can read a lot better. My math is slowly Improving. 
"I got Better in Reading and Math." 
"I Lean how do Faction." 
"To think in the evening." 
"Mathematics. Reading Skills." 
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"I can not Do Math that well." 

"read, write, add, multiply, subtract and divide 
fractions Decimals. I knew a little about it. This has 
been a refresher course." 

"All of the things that I've Learned in this Class I 
learned in high school. So this class was an refresment 
Class . " 

"I have only been enrolled in this class for three 
weeks. During this time I have refreshed my skills with 
fraction . " 

"Fraction, decimals Fraction. " 

"I learn my Math & Writing better." 

. What Learner Would Change About the Program: 

"I^d think they do a good job in teaching and 
have a great program going." 

"Nothing." (10) 

"Make it harder. " 

"It's A Very Nice program I Wouldn't change Any Thing." 
"the time. " 
"Thanks . " 

"change the time 1.00. 3.30. P.M." 

"School in the Fall Chage the Time Early in day." 

"More class time." (5) 

"More bookwork." 

"For those who have really mastered the basic level of 
math, it would be very feasible to incorporate the 
intermediate level of math such as algebra, geometry and 
trigonometry. " 



3 ... 0 
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY 
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES 



RESPONDENT: Timothy Edwards, Director of Employee 

Relations 

ORGANIZATION: Litton Systems, Inc., Amecom Division 

DATE OF INTERVIEW: September 20, 1991 

1. Regarding participating employees, job performance 
changes noticed or not. 

"Yes. The feedback I've received from their supervisors is 
that there is an obvious improvement. They have more 
confidence and are more enthusiastic. Their conversational 
skills are much improved. They didn't used to use proper 
phrasing They are more open to discussion. I'm impressed. 
They used to use only short phrases. Their language skills 
were keeping them down." 



2. Changes in employee job attitudes noticed or not. 

"Yes. That was the reference I made earlier. (*) Just 
what I told you. I've talked to the supervisors. One in 
particular, her demeanor was shy. Now, she talks right a 
me. Her letter (attached) tells more about it." 



3. Indications of employee basic skills improvement seen 
or not. 

"Yes. Their letters (attached) were constructed on their 
own." I've also heard from their coworkers and supervisors. 
They have much more confidence in their interactions." 



4. (If #3 was "Did see indications of improvement) 

improvement resulted in improved job performance or 
not . 

"We just finished the program. I don't see how it couldn't 
We have documented performance appraisals where people were 
held back because of their poor skills. For example, we 
couldn't put them on the phones. Now, their conversational 
skills are greatly improved. It's got to make a big 
difference . " 

o : 
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5. Improved ability to communicate on job and solve 
job-related problems noticed or not. 

"I can only tell you this. One is in accounting down the 
hall. She couldn't be put on the phone and now she can. 
I've seen it in my own interaction with them. There's a 
mora obvious degree of confidence." 



6. Number selected regarding instructional program 
effectiveness - On a scale of 5 to 1 where 5 = 
excellent and 1 = poor. 

"I'd say "Four". She did a very good job. A portion of the 
way through, she was asked to gear it to the 'mill 
standard' . She did and then adjusted for those who did not 
need this. Audrey was very flexible and right on top of 
things. She treated them very well. They enjoyed going to 
the class. (*) I'm not sure that the course was long 
enough to get the results Audrey wanted. (*) I would love 
to do it again. We had expected to go into a production 
phase but that's been delayed. Also, they had paid time to 
attend. Right now we don't have the urgency and we're under 
a fiscal crunch." 



7. Opinion about how well employees like the program. 
"They loved it. They couldn't have been happier." 



8. Problems with class scheduling, if any. 
"No, none." 



9. Degree of organizational commitment and support. 

"Somewhat committed. They were very committed when we 
started. Put us in a more pragmatic stage and they'll be 
very committed again." 



10. Overall reaction to work-site classes. 

"I think it's excellent. Everybody wins. The Company gains 
positive relations. With the employees, it's made very 
convenient for them to attend when it's right on the site. 
You stand to get better participation." 




11. overall benefits to organization, if any. 

"A more efficient, more capable work force. Someone who can 
converse and communicate are more valuable than those who 
can^t. It^s a good will effort. The feedback has been so 
positive. It's hard to put a tag on that good will." 

12. Likelihood of recommending program to another employer 
with similar needs. 

"Very likely. I'd highly recommend it." 



13. Suggestions for program improvement. 

"I'd be hard pressed to name one. I was extremely pleased 
with all the communications that came to me. The way it was 
set up was painless for a company." 
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EMPLOYEE EVALUATION INFORMATION 



CLASS LOCATION: LITTON SYSTEMS, AMECOM - ONE CLASS 



TEACHER: Audrey A. Parsons 

NUMBER OF CLASS SESSIONS: Twenty-seven, twice weekly from 
May 29 - August 28, 1991. 

CLASS SIZE AND TYPE: Eight; Workplace specific ESOL 

CLASSES ATTENDED: Range from 26 of 27 sessions to 19 of 27 
sessions. Average attendance: 87%. 

RELEASE TIME? Yes, one-third. 

STUDENT ASSESSMENT: The CASAS/ESL Test was administered and 
the "Workplace Literacy Analysis Individual Profile" was 
completed for all students. 

NUMBER OF LEARNER SURVEY RESPONSES: 8 

LENGTH OF PRESENT EMPLOYMENT: Eighteen years (1); Ten years 
(1); Nine years (1); Seven years (1); Six years (1); Five 
years (2); No response (1). 

(In some cases, the following questions elicited more than 
one response : ) 

1. How Learned About Class: From a Friend at Work (2); 
From a Meeting at work (2); From supervisor (3); From 
a Bulletin ( 2) . 

2. why Enrolled: To Better Myself (3); To Get a Better 
Job (1); To Learn to Read (3); To Learn English (3); To 
Get a GED (2); To Learn to Write (4); To Learn to Work 
With Numbers (1); To Be Able to Help My Children With 
School work (1) . 

3. Helpfulness of Class: Extremely Helpful (5); Of Some 
Help (3) . 

4. Skills Class Helped to Improve: Reading English (6); 
Speaking English (4); Writing English (7); Self- 
discipline (1); Self -motivation (1). 

5. Helpfulness of Instructional Material: Easy to Learn 
(5); Somewhat Easy to Learn (1); Somewhat Difficult to 
Learn ( 2) . 



Degree to Which Found Program Interesting: Definitely 
Yes {5) . ^ , ^ 



7. Degree to Which skills Learned Will Improve Job 
Performance: Definitely Yes (5); Probably Yes (1). 

8. Degree to Which Program Was Taught at Appropriate Level 
Definitely Yes (3); Probably Yes (2); Probably Not (1). 

9. Degree to Which skills Learned Are Useful Outside of 
Class: Definitely Yes (4); Probably Yes (2). 

10. Degree to Which Class Was What Expected: Definitely Ye 
(4) ; Probably Yes (2) . 

11. Would Recommend class to a Co-worker Who Needs It: 
Definitely Yes (6). 

(The following two questions were open-ended in nature. 
Answers are reproduced as written:) 

12- What Learner Can Do That could Not Do Before: 

"This program help improve my reading and in writing." 

"understand better," 

"I think my pronunciation getting better. Some grammer 
and writing skills." 

"Reading skill has improved." 

"I read Better Know and Speak." 

"I can handle better my work material, paperwork etc." 

"I feel like I'm improving my writing, expelling, 
understand instructions, read better." 

13. What Learner Would Change About the Program: 

"The program should be a longer time period." 

"change time for class." 

"I liked it very much the way my teacher has taught." 
"More help in writing and pronunciation." 
"Maybe to have a better sequence." 

3: J 
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4507-22nd Ave. 

Mt. Rainier, MD 20712 

August 28, 1991 



Ma- Mary Butlak 
Adult Education 

Bladenaburg Inatrutional Center 
Bladensburg/ MD 



Dear Ma. Butlakt 

I like to take this opportunity to thank you and 
Mra. Audrey Parsons for bring the Literacy Workplace Program 
to Litton-Amecom of College Park during the period of 29 May 
through 28 August 1991. 

As a result of my attendance in this forty-hour course, I was 
better able to read and understand technical specifications 
aasociated with my work. In addition to this, I was also able 
to improve my ability to communicate both verbally and in 
writing. 

I found thia course both interesting and informative. 
Mrs. Audrey Parsons, my instructor, went to great length to uaa 
varied approachea in preaenting her material. She alao waa 
exceptionally proficient in providing direction and guidance. In 
addition to thia, ahe demonatrated commitment and dedication to 
her student. For theae reasons, I would hope that the Literacy 
Workplace Program will be continued under her instruction at 
Litton-Amecom. 

Once again, I thank you and Mrs. Audrey Parsons for this valuable 
educational experience . 



Sincerely , 




Frederick Lee 



A. 
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Date: August 28, 1991 



SUBJECT: 



LITERACY WORKPLACE PROGRAM 



TO: 



Tim Edwards 



FROM: 



Frederick Lee 



I LIKE TO TAKE THIS OPPORTUNITY- TO THANK YOU AND LITTON-AMECOM 

for arranging the literacy workplace program during the period 
29 May through 28 August 1991. 

as a result of my attendance in this forty-hour course, i was 
better able to read and understand technical specifications 

ASSOCIATED WITH MY WORK. IN ADDITION TO THIS, I WAS ALSO ABLE 
TO IMPROVE MY ABILITY TO COMMUNICATE BOTH VERBALLY AND IN 
WRITING . 

i found this course both interesting and informative. 

Mrs. Audrey Parsons, my instructor, went to great length to use 

VARIED approaches IN PRESENTING HER MATERIAL. ShE ALSO WAS 
exceptionally proficient IN PROVIDING DIRECTION AND GUIDANCE. In 
ADDITION TO THIS, SHE DEMONSTRATED COMMITMENT AND DEDICATION TO 
HER STUDENT. FOR THESE REASONS, I WOULD HOPE THAT THE LITERACY 

WORKPLACE Program be continued under her instruction. 

Once again, I thank you and Litton-Amecom for this valuable 

EDUCATIONAL EXPERIENCE. 
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Litton 



Amecom 



OFFICE CORRESPONDENCE 



File 



Date 



August 28, 1991 



Subiect: literacy workplace program 



I Q- 



T. Edward 



Copies to 



G. Hall 
Mary Bullack 
Audrey Parsons 



From- 



L. Phan 



I would like Co thank you , the company , and my supe rv i s or for the 
opportunity to have attended this class. 

In the first half of the program, most of what the instructor taught 
was related to assembly. Because I am an office clerk, I thought I 
had gotten into the wrong program, so I talked to my supervisor, and 
my supervisor then talked Co you about what I thought, and you then 
mentioned the problem to the program instructor. After that, the 
instructor found out what focus I really needed. She had teached 
some differences that why I continued then finished the program, and 
I had learned some grammar, writting skills, and pronunciations. 

The rest of Che program went by fast. Today is the last day for this 
class. I did improve some on English as my second langue, because 
some of my friends have noCiced, and so had Charled Dausch (my firsc 
supervisor in Finance DeparCmenC ac Amecom) 

I would really like Co aCCend anoCher 40 hours. BuC , righc now I 
Chink I musC use my cime Co learn WordperfecC, because ChaC is mosc 
imporCanC for my duCies righC now. Thank again. 




-51- 



AM002? t ■? 86i 



PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY 
SPRING/ SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES 



RESPONDENT: Rosalie Evans, Operations Officer 

ORGANIZATION: Sovran Bank 

DATE OF INTERVIEW: August 9, 1991 



1. Regarding participating employees, job performance 
changes noticed or not. 

"I haven't asked yet." 

2. Changes in employee job attitudes noticed or not. 
"No. The program hasn't been in place long enough to ask." 

3. Indications of employee basic skills improvement seen 
or not. 

"Yes. In talking with them. I We noticed that 
pronunciation skills are better. Less hesitation in 
talking." 

4. (If #3 was "Did see indications of improvement) 
Improvement resulted in improved job performance or 
not . 

"I don't have any evidence that it does, but I personally 
believe that it would." 

5. Improved ability to communicate on job and 
solve job-related problems noticed or not. 

"I haven't looked into that." 

6. Number selected regarding instructional program 
effectiveness - On a scale of 5 to 1 where 5 = 
excellent and 1 = poor. 

"I have two instructors. One I would rate a 5, the other a 
2. There is a new person I haven't talked to. (2?) I 
shouldn't elaborate on that. Attendance dropped way off. 
There is a problem in dealing with a high level class who 
are well educated in their own country. The class is geared 
for those without the high level of ability." 



7. Opinion about how well employees like the program. 



"The employees I We talked to really like the program and 
value it. Those who originally attended and stopped were 
disappointed. I can't put my finger on it. The others 
enjoy it very much." 

8. Problems with class scheduling, if any. 

"No. It's done on a Saturday. Once, systems were down and 
work .ut in. Attendance is related to personal things like 
dcctoi's appointments and weddings." 

9. Degree of organizational commitment and support. 

"They are waiting to see results. If this one class goes 
down the tv;^es, it will have an effect on the commitment. 
When I was wOld that attendance had dropped, I was 
concerned. I hadn't been told until they decided to drop 
the class. I didn't know why the attendance had dropped. 
No o'-.e tried to find out why* You need to do that before 
you abandon your efforts. (*) It's the high level group. 
It should be a legitimate concern - the ability of the 
teacher to reach them. That was the problem." 

10. Overall reaction to work-site classes. 

"Very positive. I worked a long time to get them and I'm 
really pleased. " 

11. Overall benefits to organization, if any. 

"It gives our employees more flexibility in how they fit in. 
If their job goes away, they have a better chance of getting 
another one." It allows us to tap more of their potential. 

12. Likelihood of recommending program to another employer 
with similar needs. 

"Very likely. The experience of at least the one 
instructor. The P.G. Schools has the most experience at 
providing a program of anyone. They seem to be committed to 
doing a good job. There is a cooperative attitude." 

13 . Suggestions for program improvement . 

"I'd like to see more structure in the lessons. A better 
attempt to reach the higher level people. One of the 
instructors has taken time to tour the Operations Center 
with me and then talking to her students.. That kind of 
thing is extremely valuable. They need to know how the 
organization functions. We spent two or three hours. It 
made her a far better instruotpr. " 
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EMPLOYEE EVALUATION INFORMATION 



CLASS LOCATION: SOVRAN BANK - TWO CLASSES 



TEACHER: Fran Prenetta 

NUMBER OF CLASS SESSIONS: 12 On Saturday mornings from June 
1, 1991 To August 24, 1991. 

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: 8; 
Workplace specific upper level ESL; N=5 

CLASSES ATTENDED: Range: 4-12; Average: 9.4 

TEACHER: Sally Crouch 

WOMBER OF CLASS SESSIONS: 13 On Saturday mornings from June 
1, 1991 To August 31, 1991. 

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: 15, 5 of 

whom did not enter until August; Workplace specific upper 
level ESL; N=5 

CLASSES ATTENDED: For June 1st group - Range: 1-9; Average: 
4.3. For August group - Range 1-5; Average 2.8. Attendance 
as a function of actual class sessions enrolled: 85% 

RELEASE TIME? No 

STUDENT ASSESSMENT: The CASAS/ESL Test was administered and 
the '^Workplace Literacy Analysis Individual Profile" was 
completed for all students. 

LEARNER SURVEY RESPONSES: 

LENGTH OF PRESENT EMPLOYMENT: 3 years (2); 2 and 1/2 years 
(2); Two years (1); 20 months (1); 18 months (2). 

(In some cases, the following questions elicited more than 
one response : ) 

1. How Learned About Class: From a Friend at Work (4); 
From Supervisor (5); From a Bulletin (2). 

2. Why Enrolled: To Better Myself (7); To get a Better 
Job(3); To Learn English (5); To Get A GED (2); To 
Learn to Write (2); To be Able to Help My Children With 
School Work (1); To Learn to Read (1). 
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3. Helpfulness of Class: Extremely Helpful (8); Of Some 
Help 

4. Skills Class Helped to Improve: Reading English (5); 
Speaking English (9); Writing English (6); Self 
discipline (1); Self -motivation (1). 

5. Helpfulness of Instructional Material: Easy to Learn 
(5); Somewhat Easy to Learn (40; Somewhat Difficult to 
Learn ( 1 ) . 

6. Degree to Which Skills Learned Will Improve Job 
Performance: Definitely Yes (7); Probably Yes (2), 

7. Degree to Which Skills Learned Will Improve Job 
Performance: Definitely Yes (7); Probably Yes (2). 

8. Degree to Which Program Was Taught at Appropriate Level: 
Definitely Yes (6); Probably Yes (3), 

9. Degree to Which Skills Learned Are Useful Outside of 
Class: Definitely Yes (8); Probably Yes (1). 

10. Degree to Which Class Was What Expected: Definitely Yes 
(7) ; Probably Was (2) , 

11. Would Recommend Class to a Co-worker Who Needs It: 
Definitely Yes (9). 

(The following two questions were open-ended in nature. 
Answers are reproduced as written:) 

12. What Learner Can Do That Could Not Do Before: 

"It helps me alot. I learned a lot of vocabulary too 
So, I can understand English so easy (but not real 
well. " 

"Now I can speak better then before & understand better 
News and News papers." 

"Now I can speak with everybody. I not afraid any more. 
I can communicate with my co workers and supervisor. 
Thanks to Fran. She is a very nice teacher. She is so 
pacient with all the students. She really now how ""o 
teach. " 

"Now. I can talk without grammer mistakes." 
"I can speak English." 
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"Now I can speak, understand and read more fluently than 
before. I'm very happy with this classes and their 
wonderful organization, . " 

" The course I attended helped me a lot in the 
vocabulary and the accent and I could easily understand 
the communication with the other co-workers. If I 
didn't do it, I could have some problems in 
communication. " 

What Learner Would Change About the Program: 
"N/A" 

"I think we need more time for speeking and talking to 
each other. Because our problems is to understand and 
speeking power." 

"If I can change something. I hope we can stay more 
hours every week." 

"I don*t want to change anything about this program." 
"None . " 

"More homework exercises for writing skills." 
"Nothing. " 

"I really suggest the computer access may help me a lot. 
It would be appreciable of the learning of the 
computer . " 



o o 



PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY 
1991-92 EMPLOYER EVALUATION 

THE PURPOSE OF THIS INTERVIEW IS TO SOLICIT YOUR VIEWS AND 
OPINIONS OF THE WORKPLACE LEARNING PROGRAM WHICH IS BEING 
PROVIDED AT YOUR WORKPLACE BY THE ADULT EDUCATION OFFICE 
OF THE PRINCE GEORGE'S COUNTY PUBLIC SCHOOL SYSTEM. SINCE 
WE ARE AFTER YOUR OWN PERSONAL VIEWS AND OPINIONS, 
OBVIOUSLY THERE ARE NO RIGHT OR WRONG ANSWERS TO ANY 
QUESTIONS; JUST YOUR ANSWERS. 

FIRST OF ALL, I'D LIKE TO ASK YOU ABOUT THE EMPLOYEES WHO 
ARE PARTICIPATING: 

1. HAVE YOU NOTICED ANY CHANGES IN THEIR JOB PERFORMANCE 
OR NOT? (YES NO CIRCLE ONE. IF "YES", ASK) WHAT HAVE 
YOU NOTICED? 



2. WHAT ABOUT THEIR WORK ATTITUDES? HAVE YOU NOTICED ANY 
CHANGES IN THEIR ATTITUDES TOWARD THEIR JOBS OR NOT? 
( YES NO IF "YES") WHAT HAVE YOU NOTICED? 



3. HAVE YOU SEEN ANY INDICATIONS THAT THEIR BASIC SKILLS 
HAVE IMPROVED? (IF "YES") WHAT THINGS HAVE YOU NOTICED? 



4. (IF #3 WAS "YES") DO YOU THINK THAT THIS IMPROVEMENT 
HAS RESULTED IN THE PARTICIPANTS BEING ABLE TO DO THEIR 
JOBS BETTER OR NOT? WHY DO YOU SAY THAT? 



5. HAVE YOU NOTICED IF THEY HAVE IMPROVED IN THEIR 
ABILITIES TO COMMUNICATE ON THE JOB AND TO SOLVE JOB RELATED 
PROBLEMS ANY BETTER? (IF "YES") WHAT HAVE YOU NOTICED? 



NOW, TURNING TO THE INSTRUCTIONAL PROGRAM FOR A MOMENT. 
THINKING ABOUT THE TEACHER ^S EFFECTIVENESS AND WHAT IS BEING 
TAUGHT . 

6. ON A SCALE OF 5-1, WITH 5 BEING EXCELLENT DOWN TO A ONE 
MEANING POOR, WHAT NUMBER WOULD YOU PICK TO RATE THE 
INSTRUCTION? (12 3 4 5) WHY DID YOU SELECT THAT NUMBER? 



7. HOW WELL DO YOU THINK THE EMPLOYEES LIKE THIS PROGRAM? 
WOULD YOU SAY VERY MUCH, NOT TOO MUCH, OR NOT AT ALL? WHY 
DO YOU THINK SO? 



8. HAS THERE BEEN ANY PROBLEM WITH CLASS SCHEDULING? THAT 
IS, HAS THERE BEEN ANY MAJOR CONFLICT WITH WORK SCHEDULES OR 
THE PEOPLE GETTING THEIR WORK DONE OR NOT? (IF "YES) WHAT 
WERE THESE PROBLEMS? 



9. HOW ABOUT YOUR ORGANIZATION'S SUPPORT? HOW COMMITTED DO 
YOU BELIEVE THEM TO BE TO THIS PROGRAM; VERY COMMITTED, 
SOMEWHAT COMMITTED, OR NOT VERY COMMITTED? WHY DO YOU SAY 
SO? 



-58- 



10. WHAT IS YOUR OVERALL REACTION TO HAVING CLASSES AT 
THIS WORK SITE? 



11. WHAT ARE THE OVERALL BENEFITS, IF ANY, OF THIS PROGRAM 
TO YOUR ORGANIZATION? 



12. HOW LIKELY WOULD YOU BE TO RECOMMEND THIS PROGRAM TO 
ANOTHER EMPLOYER WHO MIGHT HAVE NEEDS SIMILAR TO YOURS? 
WOULD YOU BE VERY LIKELY, SOMEWHAT LIKELY, OR NOT VERY 
LIKELY? THAT WOULD BE BECAUSE? 



13. FINALLY, WHAT SUGGESTIONS DO YOU HAVE TO MAKE THIS 
PROGRAM BETTER THAN IT IS NOW? 



NAME: 

WORKSITE: 
DATE: 



33 



Prince George County 



Workplace Literacy 
Learner Survey Sheet 

Directions ; Please answer each question below. The information you give will be used 
to evaluate and help improve the course materials you have used. 

I. Background Information 

1. How long have you worked for this employer? 

2. What is your job title? 

3. How many classes did you attend? 

II. Course Information 

Mark an X on the line beside your response. Mark more than one X if you have 
more than one response. 

4. How did you find out about this class? 

a. From a friend at work 

^b . From a meeting at work 

c. From a supervisor 

d. From a bulletin 

5. Why did you enroll in this class? 

a. To better myself 

b. To get a better job 

c» To learn to read 

d. To learn to write 

e. To learn to work with numbers 

f. To learn English 

g. To get a GED 

h. To be able to help my children with school work 
i. If you have another reason, please write it: 



6. In relation to your answer for number five(the previous question), how helpful 
do you think this class has been for you? 

a. Extremely helpful 

b. Of some help 

c. Almost no help 

d. No help at all 

e. I don't know 

7.. What skills do you believe this class has helped you to improve? 

a. Reading English 

b . Speaking English 

c. Writing English 

d. Performing arithmetic 

e. Self-discipline (regulating yourself for the sake of improvement) 

f. Self-motivation (causing yourself to act) 

g . None of these skills 

h. Other skills. If you believe you have improved other skilf . please 

list: 
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III. Please write your ideas about the following questions. 
15. What can you do now that you couldn't do before? 



16. If you could change anything about this program, what would it be? 



Thank you for taking the time to help evaluate this course. Your answers will be 
very useful in trying to make it better. 



O Q ^ 
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITER.2^CY 

SECOND EVALUATION REPORT 
MAY 4, 1992 

SUBMITTED BY JOHN P. CREIGHTON AS OUTSIDE EVALUATOR 



The primary objective of this report is to describe and 
evaluate the program's workplace materials in use and the 
workplace relatedness of curricula. It essentially answers 
the evaluation question, "To what extent is what is taught 
to participating employees related to what they actually do 
on the job?" 

The most appropriate context for this evaluative question is 
described by Thomas G. Sticht in his April 20, 1991 report. 
Evaluating National Workplace Literacy Programs . His report 
makes the fol lowing statements : 

o "Quality of Training" evaluation criteria must include 
the use of curriculum materials designed for adults that 
reflect the needs of the workplace. 

o The general purpose of the National Workplace Literacy 
Program (NWLP) is to improve the productivity of the 
workforce through the improvement of literacy skills in 
the workplace. The basic assumption is that there is a 
re lat ionship between the two . 

o Program factors must demonstrate a strong relationship 
between the skills taught and the literacy requirements of 
actual jobs. Curriculum materials must reflect the needs 
of the workplace . 

o The measurement of literacy abilities ought to reflect the 
content of what is being taught. Content has the best 
chance of being transferred to the job if it consists of 
the materials and content needed for getting and 
performing a job. 

o One of the goals of evaluation is to permit the 

improvement of programs. Evaluation information should be 
used to modify programs to make them more effective. 



An additional theoretical construct for this approach comes 
from Thomas G. Sticht 's Functional Context Ed.ucation: 
Learning For and In The World of Work (June, 1991). In 
arguing for a functional context approach, Sticht disagrees 
with the notion of first learning basic skills in a 
decontextual i zed manner, and then applying them. He 
believes it infinitely better to teach those specific basic 
skills tasks which are inherent in learning and performing 
the job. 



This approach is more effective in initial learning and long 
term retention, and less expensive than teaching basic 
skills first and job skills later. 

During the time span covered in this report, ten sites were 
in operation. I made site visitations to those sites that I 
had not visited previously. I observed classes in session 
and examined assessment/audit techniques, workplace class 
materials and curricula in use. 

At those sites which were new during this reporting period, 
I interviewed the appropriate worksite contact person. I 
used the same questionnaire instrument which I developed for 
the first reporting period. Interview responses are 
included in this report. 

Teachers maintained comprehensive curriculum binders which I 
carefully reviewed. Samples of instructional materials in 
actual use are included in this report, sorted by site. 

The following are findings and recommendations by 
participating site : 

LITTON SYSTEMS DIVISION, AMECOM 

This organisation is in the business of highly technical and 
specialized defense contracting work. Class participants 
were high level ESL foreign-born employees. 

Commendation: 

The literacy audit/task analysis process and the curricular 
response to identified needs at this site were outstanding 
as the fol lowing information will demonstrate . 

The audit/assessment process used at this site revealed six 
major areas of need: 

o As a condition of maintaining their employment, employees 
must take a preparatory course and pass a military 
standard certification examination. The course is called, 
"MIL-STD 2000". The "Operator Certification Course 
Outline" as well as the course handbook were incorporated 
into the workplace curriculum. 

One methodology used was for students to take turns 
reading a question with the group answering it. Students 
learned to summarize the questions. 



o Electrostatic discharge is a critical problem which can 
damage or destroy electronic components. The company's 
"Guard Against Static Discharge" manual also was part of 
the curriculum with emphases on vocabulary, 
pronunciation and understanding. 

o Also in use is a company document entitled, "Standard 
Terms and Definitions" which delineates the technical 
language used in the plant. 

o A need was expressed for Litton's employee related 

materials to be understood. Among the materials used were 
Litton's Employee Handbook (terms like exempt and non- 
exempt employees were examined) , the performance review 
process and its criteria, grievance procedures, and 
information related to personnel records. Participants 
learned about company benefits for part-time employees, 
and policies concerning overtime pay, leave time 
accumulation, and special leaves. 

o Both the employer and the employees identified a need for 
improved communication. The primary concern expressed was 
a need for improved abilities in speaking, reading, 
writing and understanding English. 

Specifically, the learners shared with their instructor 
copies of the kinds of materials they read on the job. 
They also expressed a need to better understand written 
instructions and to improve their own writing abilities. 
Memo writing and note-taking skills were among those 
taught . 

Further diagnosis of skills competencies required were 
accomplished through the administration of a locally 
developed (Prince George's County) ESL placement test. 
Written exercises completed upon program entry were 
compared with written exercises at the time of exit. 

Each student dictated to the teacher a description of 
his/her typical day on the job. The instructor copied 
this oral description verbatim. These documents became 
valuable and appreciated resources for many subsequent 
learning activities. 

o Speaking and listening activities included students 

pairing off and explaining their jobs to one another with 
the listener writing down in expository style what he or 
she heard. 

o The company was recently forced to lay off some its 

workers with additional lay offs possible. Participants 
expressed a fear of job loss and a consequent need for job 
change skills and job finding information. 
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Class activities included writing letters of application, 
understanding classified ads for employment and the 
abbreviations used, completing an employment application, 
and composing a resume. 

Coramenda t i on : 

Workplace ESL programs should properly di f f er from the more 
traditional ESL classes. In my opinion, this workplace 
program represents an exemplary s i te , part icularly as a 
workplace literacy program for high level ESL students. 

CITY OF NEW CARROLLTON, DEPARTMENT OF PUBLIC WORKS 

Jobs at this site i nc lude such assi gnments as truck 
maintenance, custodian, truck driver, and crew member. Many 
of the Public Works Department's participating employees 
travel about the city by truck to perform their duties . As 
with Litton Systems, this was a site described in my first 
report. As that report stated, this site's participants 
included many who expressed a strong need and interest in 
improving their math abilities. 

From April to August, 1991, three ABE classes were 
conducted; one low level, one intermediate level, and one 
for a higher skilled group. The intermediate level 
instructor left the program during the summer and her 
students were divided between the other two teachers. 
Therefore, beginning in September, two classes were 
conducted . 

Workplace skills taught included interpreting a City of New 
Carrol Iton map and road and shopping center signs. 

Reading skills included the reading of street signs and 
symbols, using a city directory, finding specific 
information about city events, and locating information 
about service companies. The interpretation of 
identification and directional signs also was addressed. 

Other workplace areas included regulatory , warning & guide 
signs ; computing mi leage and determining or estimating 
costs, time and materials; following written and/or 
illustrated directions (manuals, installation guides); using 
a table of contents , index , and glossary ; estimating job 
needs; and using reference materials. 

In addition to basic computation and problem-solving, the 
math work encompassed interpreting graphs , tables and 
diagrams, report writing, using percent to figure paycheck 
deductions and for mixing paint and concrete; calculating 
purchase orders and taxes; and understanding investment 
plans . 



The curriculum also covered understanding paychecks, 
employee benefits and money management; calculating man- 
hours and materials for jobs, calculating mileage, using 
geometry to measure for carpentry, painting and grounds 
work; writing accident reports and work orders, jcb status 
and job description reports, completing maintenance charts 
and records, converting Fahrenheit to centigrade as needed 
in HVAC shop , and solving heat and pressure problems . 

Materials included in the addendum for this site includes 
an Injury Report form, a vehicle preventive maintenance 
form, and computer generated Current Month Completed Work 
Orders . 

One curriculum binder from this site contained no materials 
which came directly from the work site. While the 
"Workplace Task" sheets sometimes alluded to workplace 
materials, all of the instructional materials submitted were 
commercially published. In some cases, these materials were 
remote from the lives and the work of the participants. 
Examples are the use of map and hotel accommodations 
materials about North Carolina and Duke University, and city 
information about Durham, North Carolina and Denver, 
Colorado. In this one case alone, I found no evidence of 
using math skills to deal with workplace problems. 

The other curriculum binders were excellent. The one used 
for the low level group related to the teacher's work with a 
low level group of virtual nonreaders . It reflected reading 
and vocabulary skills related to such areas as learning 
trash route street names , direct ions for pick-ups , work 
orders , work-related abbreviat ions , occupational spec i f i c 
forms, following oral directions, and printing legibly. 

Work specific materials included a City of New Carrollton 
Street Directory (with the streets on the learners routes 
highlighted), an in--order listing of streets on routes, a 
map of those streets , direct ional or i en tat ion of one street 
or landmark from another, calendar and number work, 
ident i f y ing regulatory , servi ce and guide street s igns , and 
signs denoting potential dangers and hazards . 

The second class was composed of intermediate and high level 
ABE students. Their work tasks included grass cutting, 
street repair, trash removal, small scale construction, pest 
control, writing work orders, taking phone messages, 
completing forms, and operating and maintaining town 
vehi c les . 

The Public Works Director shared his interest in promoting 
three of these men to supervisory positions and arranging 
tuition reimbursement for them - upon completion of this 
course - to take community college courses.. 




Skills required for the jobs of this group include map 
reading, giving and taking directions, and measurement 
ski 1 Is . 

The students expressed a great interest in learning more 
about banking, budgeting and borrowing money. The 
instructor is commended for having arranged for a 
representative from a large bank to conduct a class seminar 
on banking processes and procedures. 

Her teaching included writing skills for work reports, 
reading and interpreting work-related materials, 
organizational skills, and some occupat ional ly-speci f i c math 
including measurement . 

Curr icular materials used included planning tools , test- 
taking techniques, telephone usage, emergency measures to 
take, reading signs and labels, workplace diagrams, 
following work procedures, map reading, pay stubs, and 
health materials supplied by the county health department (A 
health nurse also visited this class) . 

While math materials in the binder were from general 
published materials, work orders^ hazardous materials 
information, and New Carrollton maps were utilized. 

The workplace literacy audit for the high level ABE group 
revealed the following; 

Employees need to be able to read and comprehend chemical 
labels, hazardous chemical safety sheets, equipment 
instructions, and regulations related to compliance, the 
environment, and Department of Transportation regulations. 
They need to be able to compute quantities of construction 
materials, numbers of plant types and amounts of growth, and 
herbicide and insecticide chemical quantities needed. 

Commendation : 

This information was synthes i zed in a very useful document 
called, "Request Form For Information To Be Used In The ABE- 
In- Industry Curr i culum'* . The program i s commended for going 
a step beyond the usual audi t or task analys i s process , and 
developing and using this form to synthesize information. 

The work tasks for this high level ABE class included grass 
cutting, street repair, trash removal, small scale 
construction, pest control, writing work orders, taking 
phone messages, completing forms, and operating and 
maintaining town motor vehicles. 

CASAS ECS assessments were conducted and CASAS class and 
individual profiles were developed. k CASAS Workplace 
Literacy Analysis also was done. 



Some students needed to prepare for the Commercial Driver's 
Li cense (CDL) test. CDL materials used included the manual 
itself, video tapes and related CDL manual materials, and 
sample tests. 

Commendat ion : 

Another commendation is in order here to this teacher for 
arranging for a police officer to visit the class to assist 
them in reviewing these materials. 

Writing exercises included business letters, work orders , 
requests, purchase orders, and work forms completion. 

In addi t ion to the CDL materials , reading work included 
hazardous materials work sheets, memos, manuals, bulletins, 
work schedules, and town maps. 

Oral communication skills were stressed in order to improve 
co-worker relations on the job. 

Computational skills addressed quantities needed for 
construction projects, estimating costs, purchasing 
supplies, pay withholding, and retirement benefits. 

SOVRAN BANK OPERATIONS CENTER: 

These students were foreign-born employees. The main 
program emphasis was the improvement of English language 
ability. No release time was offered. Students returned to 
the work site on Saturday mornings to attend classes. Many 
came from a considerable distance, some from as far away as 
Alexandria, Virginia, Workplace-ESL would best describe 
these c lasses , 

One teacher *s plans included a basic computer course which 
was highly relevant to this group. Included were an 
introduction to computer terminology, basic programming, and 
uses of spreadsheets and word process ing , 

There was a real prospect of job loss and a concern on the 
part of bcth the students and bank management to provide the 
participants with job seeking and finding skills. 
Therefore, this class included resume writing, interviews, 
cover letters, answering ads, and completing job 
applications. Oral English exercises simulated job 
interviews and practiced conversation around job-related 
quest ions . 
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No release time was offered at this site. For the most 
part, classes were scheduled at the time of shift chancjes. 
Nearly all of the participants lived some distance from the 
plant and were total ly dependent upon car pools provided by 
other employees. 

Classes met on Mondays and Wednesdays from 3-4 p.m. and from 
4-5 p.m. Tuesday and Thursday classes met from 6:30 to 7:30 
p.m. Five classes began at this site on October 1, 1991. 
The last class ended on December 26, 1991. Twenty-eight 
class sessions were held for a total of 126 instructional 
hours . 

Classes began with a total enrollment of 62 students. At 
the tenth class interval , enrol Iment had dropped to 19 . By 
the 28th class, only nine were attending consistently. 

One teacher submitted a two-page report listing her 
perceptions of this program's high attrition rate Here are 
some of her perceptions: 

"This program was relatively short-lived and the class was 
terminated on December 26, 1991 after 28 classes.. She 
cited two reasons: lack of managerial support and lack of 
student commitment. The majority of management did not view 
these classes as a priority. They took no action to 
alleviate a growing problem of absenteeism. Some managers 
were unaware of which workers were attending classes or of 
class schedules. Some did not support the need for their 
workers to leave work stations to attend class. 

"It appears that many of the enrollees were initially 
coerced into registering for classes. A survey of non- 
attenders revealed that the primary reason given for non- 
attendance was that their supervisors would not allow them 
to leave their work stations. She believes this to be only 
partially true. Participants were low level ESL students, 
many non-literate in their native language. She feels that 
many of them had been living and working here for 
considerable time without having a compelling need to learn 
Engl i sh . 

Thi s teacher recommends that future programs be based on a 
contractual agreement with a company outlining the program's 
goals and objectives and specifying company commitment and 
support. Both teachers at this site believed that it was 
more important to the company for their workers to be on the 
1 ine rather than in class . 

Workplace materials used here included temperature control 
chart reading, completion of product and production code 
forms, work orders, weight and temperature control charts, 
and package labels. Some of these are included in the 
addenda . 
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On April 3, 1992; I formally interviewed Ms. Cheryl All, 
Production Administrator and Interpreter. I also informally 
spoke with Ms. Patricia Watkins, Payroll Manager. Their 
comments generally substantiate the teacher's perceptions of 
the attrition problem, as quoted from this interview. Ms. 
Ali*s responses were as follows: 

Job performance changes noticed: "Not really. It's hard to 
say. Some of them are trying to communicate better with 
their supervisors. I think they can communicate better than 
they sometimes let on." 

Regarding work attitude changes noticed: "That's hard to 
say . We ' d have to ask the supervisors . " 

Indications that basic skills have improved? "Yes. It's a 
must for them in a plant that deals with food. They have to 
read rec ipes and product names . Everything i s labeled . 
It's critical to send the correct product out. (Improved?) 
It's better now than it was." 

Improvement resulted in participants doing their jobs better 
or not: "Yes. Because they are in trouble if they don't. 
(Trouble?) It*s really not related to the class. Their 
jobs don't require that much skills," 

Improved abilities to communicate on the job and solve job- 
related problems: "Some of them have. Some of the kids 
will come to me and speak in English now. Not too many. 
They speak to the ir supervisor in Engl ish more - some of 
them. " 

1-5 instructional rating: "5. I assisted one day at the 
classes. I liked very much how she was dealing with 
everybody. The classes were interesting, not boring. By 
the second class , she was cal 1 ing everyone by name . She 
knew what everybody needed . " 

Perception of how well employees like the program: "This 
has different parts for me to answer. The class in general 
should have been divided into different levels. Some knew 
some English and some didn't.'* 

Problems with class scheduling or conflict with work 
schedules? (N.B. No release time was offered at this site 
for employees to attend classes) "Yes. There were 
conflicts between the job requirements . They would come up 
when the class was scheduled to meet. Then something else 
might come up where they couldn ' t leave to go to class . 
Then they might have to leave to go home. Many of them 
depend on rides. At least 85% depend on car pools to get 
home. The classes were before or after the shifts. 
(Shifts?) Day is six to four; evening form four to nine or 
twe 1 ve . 



The classes ran each hour from three to about six and there 
was 7-8 p.m. evening, two evenings." 

Organizational support and commitment: *'Hot very committed. 
We tried for two years to get this program activated. 
(Commitment?) They would have made an effort to arrange the 
schedules and arrange for car pools. Production has to be 
number one. You don't leave your job until your work is 
done. " 

Overall reaction to work site classes: "I was elated. We 
tried to arrange everything for the kids. We tried to do 
everything . We cal 1 ed every school system around to try to 
get something . " 

Overall benefits to organization: "We can pick up more 
supervisors. They can be promoted. (Else?) The workers 
feel more confident. They are not limited to speaking only 
to their Spanish friends." 

Likelihood of recommending program: "Very likely. I'd 
recommend it here again. The classes had really dwindled. 
I was very frustrated. I talked to people about why they 
dropped. Some said it was too easy. Others said it was too 
difficult. " 

Suggestions to make program better: "Hold classes by 
ability level. Have a test to see how much they know - how 
much English they know. The ones who know some English need 
to learn how to read and write. Many don't know how to read 
and write in Spanish. (Else?) Maybe if we had one hour a 
week of concentrated study." 

I led a discussion of the potential for renewing classes at 
this site with attention to the modifications recommended. 
Pat Watkins is going to contact the Grace Company's 
corporate headquarters in Boca Raton, Florida to determine 
if they would grant release time to some employees. I made 
it clear that any plans for future classes would be 
predicated upon our being awarded a grant for next year. 
Their idea is to screen participants carefully and, if 
approved, grant release time to about 45 approved employees. 

Recommendations : 

1. To the extent possible to do so - given work schedules - 
at all sites where enrol Iment warrants i t , group 

part i c i pants by ability levels as indi cated by 
assessment results . 

2. Develop an attendance reporting system for worksite 
teachers to notify the worksite literacy supervisor of 
any greater than anticipated participant attrition. 




Where such attrition is occurring, the worksite 
supervisor should confer with the worksite contact person 
to determine causes and, if appropriate, to make 
modifications. In the case of Grace Culinar'// Ms. All 
attempted to find out what had gone wrong. Her attempts, 
however, were somewhat random and sporadic in nature and 
appear to me to have been made after the fact when 1 i ttle 
could be done. 

The teacher's report on attendance problems reflects 
perceived reasons for attrition which are similar to 
those stated by Ms. Ali and Ms. Watkins. My view is that 
a more formal and more timely investigation of attrition 
prob lems would be worth the t ime and effort involved and 
would allow for program modifications to be made, if 
warranted . 



COMPUTER SCIENCES CORPORATION, 4600 Powder Mill Road, 
Beltsville. 

This company is the prime contractor and Loral Aerosys 
Division of Loral Corporat i on is a sub -contractor to them . 
The student population was. from both of these organizations. 

The population served were highly professional with English 
as their second language. Their needs were to improve their 
English language fluency and their technical writing skills. 
Most have graduate degrees in technical areas and do not 
need the more typical workplace-related literacy skills. 
Initial enrollment was nineteen. 

Classes were conducted Mondays and Thursdays from 5:30 - 
7:30 p.m. for ten weeks, for a total of forty instructional 
hours . 

Attendance at this site was somewhat sporadic and there is a 
relatively complex explanat i on for it: 

1 . None of the students work in the building in which the 
class is located. They come from different areas, some 
as far away as Reston, Virginia. 

2. In some cases, class schedules were in conflict with 
courses which they were taking at the University of 
Maryland . 

3 . Parti cipat ing employees work as part of a work team . 
They would have to leave the team to attend c lass at a 
time when the team needed them. 



I observed classes at this site on December 5, 1991. 

One instructor teaches upper level ESL. The other teaches 
Technical Writing on Mondays. I observed a linguistics 
class which was taught on Thursdays. It dealt with diction 
& phon i cs . 

Five students were in attendance the evening of my visit. 
The teacher's objective is to help them to improve their 
oral presentations; to speak without notes. They were 
retaping what was read on the first night of class as a 
post- test . 

Workplace materials suitable for this ESL population were 
used . 

Student assessment included the administration of the STEL 
Intermediate Level Form I as a pre-test. The Intermediate 
Form II was used a a post-test. The students tape-recorded 
their speech patterns at the beginning of the term and re- 
recorded at the end of the course to measure improvement. 

Speaking and listening skill improvement included 
spontaneous speaking as in talking with supervisors and co- 
workers . 

Because of the workplace need and interest, technical 
writing was stressed in this course. This work encompassed 
analysing one * s audience, brainstorming, outlining, pre- 
writing, drafting, revising, and many other elements of the 
technical writing process such as style, grammar, and 
punctuation. The uses of technical writing in the workplace 
were enumerated. Materials used in this process were a 
technical writing manual and a second manual. Just Plain 
Engl ish , developed by the U.S. Air Force Academy. All of 
these materials were included in the curriculum binder 
submi tted . 

Other examples of workplace materials used are included as 
addenda. They are technical in nature. Also attached are 
representative samples of the students' writing which 
describe their own perceptions of their learning needs . 

On April 23, 1992 I interviewed Ms. Nancy Coffey, Supervisor 
of Employee Benefits and Programs, at the Seabrook office of 
Loral Aerosys Division. Her responses were as f ol lows : 

To noticing changes in participant job performance: *'No. I 
have talked to the ir super v i sors and there hasn't been any 
change in their performance , but they were performing f ine 
before . 



"No" to noticing changes in their work attitudes. "Their 
attitudes were fine prior to starting this." 

"Yes" to indications of basic skills improvement. "They've 
probably improved some / yes. (How know?) Their supervisors 
have told me. These people have highly technical skills and 
advanced degrees. Their desire to improve their English is 
there." 

Did this improvement result in better job performance? 
"Their job performance was not an issue." 

Noticed improved ability to communicate and solve job- 
related problems? "I've real ly not heard that they can 
communicate better. But I don't think that's a reflection 
of the program. They need to work on just diction. They 
know how to speak English." 

Selected "5" on a 1-5 scale to rate the instruction, with 
five signifying excellent. "I think the teachers were very 
adaptive to this group of individuals. They adapted the 
program to the extent they could to meet the needs of this 
group . " 

Perception of how well employees like program. "They liked 
it - the ones that stuck it out," 

Problems or conflicts with class schedules: "We had it at 
five o'clock so there wasn't any conflict with work. But 
there was conflict because many of these people go to 
classes after work hours. (Classes?) They were taking 
university courses . " 

"Very committed" in response to organizational support and 
commitment. "This was something that came up through the 
ranks and management requested that we look into it . " 

Overall reaction to work site classes? "I think it was 
great. I think that it needed to be a little more at a 
different level to be of optimum value to these people . 
(Meaning?) They know how to order their hamburgers. They 
have been in this country a long time. They know the 
language. They need to be able to work on their 
presentation skills to present technical material to NASA." 

Overall benefits to organization? "It shows the employees 
we want to help them get over this hurdle. (Other?) The 
customers and employees see that we are trying to work with 
them. It's good for morale." 



'*Very likely'' in response to likelihood of recommending 
program. ''It's a benefit even if it's at a lower level. 
The coordinator was very helpful. The teachers were very 
adaptable. They were more than willing tc do whatever 
needed to be done to make it a success." 

Suggestions for program improvement: "With what happened 
with our Monday - Wednesday schedule, I would do classes on 
a Monday - Thursday or a Tuesday - Friday because we had a 
conflict with University of Maryland classes. There aren't 
many options. They've got to be committed and it's a heavy 
commitment. I was disappointed in the attendance but I 
understand it. (Other?) 

I've thought about the idea of a lab with tape recorders; a 
language skills center. Have a monitor there. Open up the 
lab to McDonald Douglas across the street . Bendix also is 
nearby. At Beltsville, we opened it up to our prime." 

Commendation : 

Both the program coordinator and the teachers at this site 
are commended for their excellent working relationship with 
this site's contact person and for their "adaptability" in 
responding to the unique needs of this employee population. 



Recominendat i on : 

Subject to the approval of an FY93 grant, pursue with Ms. 
Coffee the potent ial for ser vices delivery to a group to 
high-tech companies who are situated in proximity to the 
Loral Seabrook location. If proven feasible, a neutral site 
would need to be obtained , s ince these companies maintain 
strict corporate security and would not allow employees from 
other companies into their buildings. 

The after work hours lab concept has merit in my view. A 
good potential location for such a site ~ with services 
delivery to several companies - would be DuVal High School. 
Eleanor Roosevelt High School would rate second 
consideration. Both are on Greenbelt Avenue within striking 
distance of these companies . 



AMERICAN PEST MANAGEMENT, 6460 New Hampshire Ave, Takoma 
Park. 

This is a "pest control" company which sends men in trucks 
to eliminate pests such as rats, mice and insects from 
commercial buildings and homes. 



After a January 7, 1992 registration, two on-site classes 
began on January i4th. They operated on a 4:30-6:30 p,m, 
Tuesday and Thursday schedule. The classes ended on April 
28, 1992 after having run for fifteen weeks, 

I visited these classes on February 25, 1992, 

One teacher was working with the low level group on math. 
The ether was teaching language arts to the high level ABE 
group, I collected sample materials used. The work of the 
high level group was totally work-related. The lesson dealt 
with aerosols related to safety procedures and proportion, 
and room volume for aerosol use. The completion of a 
Service Report was covered. This teacher had secured all of 
the resource material from the work site. She uses an 
accident report, a work manual, and other work site 
materials to compile reading and English lessons. 

A "Pest Control Industry" manual was used. It appears 
likely that these workers will, some time in the future, 
need to take a test to become certified to work in this 
industry . 

Commenda t i on : 

Curriculum at this site was heavily weighted toward the 
technical and safety aspects of this industry. Numerous 
examples of these materials were included in the curriculum 
manual. Some of them are included in the addendum to this 
report. The two teachers at this site are commended for 
working closely with company staff in securing these 
materials for classroom use. 



On March 26, 1992 I interviewed Mr, Wayne White, 
Owner /Partner of American Pest Management. At the time of 
this interview, the program had been operating at this site 
for eleven weeks. 

Mr. Whitens responses were as follows: 

"No'' to noticing any changes in his employees' job 
performance and/or work attitudes. 

Indications of improved basic skills: "I don't think we've 
had an opportunity to notice that. The way we would know 
would be to look at the written job tickets. We haven't had 
a chance to look carefully at them. That's how we would 
know, " 

"No" to noticing improved communication and problem-solving 
abi 1 ity , 
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Selected "4" on a 1 to 5 scale rating the instruction. '*! 
haven't been involved in the instruction. It wouli be fr?ni 
the ccmmunicat ion I*ve had with the instructors and from 
what I've heard. (What?) I think there were a few 
difficulties mentioned to me by participants in the program. 
(What difficulties?) One was that the instruction was 
moving too fast for the level of some of the employees. Too 
much ti.me was spent on non-program related discussions. 
At tines the instructors failed to go over the individual 
homework . " 

"Very much" in answer to how well employees like the 
program. "The evidence is that they are returning time 
after time. Otherwise, they would have dropped out along 
the way." 

Any problem with class schedul ing? "The only problem has 
been that our work kept some of them from being in class at 
times, or it would cause them to be late for class . 
Otherwise, no. (Why is that?) "When the men are on a job, 
they have to stay until it's finished." 

"Very committed" when asked about organizational support. 
'*We provide any materials asked from us. We provide snacks 
and refreshments for every meeting time. We offer constant 
encouragement to the individual employees . " (Else?) "I ' ve 
sent a man out to help get a job done so the men would be 
able to get to class on time." 

Overall reaction to classes at the work site: "Very 
positive. I'm very pleased that we were able to do it." 
Overall benefits of program to organization: "Reading and 
communication are essential to our business. Any increase 
in the reading and writing levels of our employees 
translates into better services to our customers." (Other?) 
"The Maryland Department of Agriculture has not yet made 
certification mandatory, but if and when it becomes 
mandatory, they will need to be certified to continue their 
employment . " 

Likelihood of recommending program to another employer with 
similar needs: "Very likely. It's an opportunity for the 
employees that they are not likely to have any other way." 

Suggestions for program improvement: "Other than those 
i nd i V i dual things I nent i oned , I can ' t make any other 
suggest ions . " 




LAUREL RACE COURSE - INTERNATIONAL VILLAGE 



As outlined in the first report, classes are conducted in 
the stables area for grooms and hot walkers who live at the 
race course, walk the horses and maintain the stables. Many 
are from Mexico and require ESL instruction. These classes 
continued during this reporting period. This program is 
sponsored by the Maryland Thoroughbred Horsemen's 
Association (MTHA) . During this time, the MTHA contracted 
for a Spani sh language class for the instructors and the 
nat i ve-born students . 



One teacher taught an ABE class for seven native-born 
employees . Her curriculum binder reflected the following : 

Oral communication lessons to improve coworker relations. 
Reading memos, letters and written requests. Reading work- 
based safety materials and directions, and understanding 
work-related vocabulary such as tools used and the parts of 
a horse. 

Writing exercises included completing workplace forms, 
writing memos and reports, and completing a library card 
application form. 

Math lessons covered computing pay information, benefits, 
taxes, retirement returns, race winnings and losses, 
measurement of horses' hooves for shoeing, and computing 
commission purse earnings on winning horses. 

Work -related materials in the binder inc luded a 45 item 
listing of the parts of a horse, and grooming equipment and 
tack recognition exercises. Also utilized were a Horsemen's 
Assistance Fund Request for Assistance forn and a similar 
Request for Dental Assistance. A copy of a very interesting 
twelve page magazine article about thoroughbred grooms was 
used as reading material. This article featured grooms from 
Laurel Race Course. 



CINTAS UNIFORM CLEANING COMPANY, 1763 Brightseat Road, 
Landover, MD. 

This company sells, rents, cleans , and delivers custom 
uniforms and clothing, and accessories. Their workforce 
presently numbers 155 employees, down from a high of 210 due 
to layoffs. Their need was for ESL instruction at the 
beginning level for their Vietnamese workers who had been in 
this country for an average of five months. These employees 
were having difficulty communicating with their managers and 
express ing their thoughts and f eel ings . 



Because production schednl-s had 
were conducted at the conclSsJol o^f the^Ii.lljf ' ^^^^^^ 
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"Yes" to noticing improved abilities to communicate on the 
job and to solve job-related problems. "I answered that. 
(Problems?) I don't know that they had any problems. Their 
performance was always good. They are more comfortable 
now . " 

Selected "4" on a 1-5 scale to rate instruction. "It was 
very good. There is always room for improvement. She 
worked very hard and very di 1 igent ly . She enjoyed the 
class." 

"Very Much" in answer to how well she thought the employees 
liked the program. "People in general are always happy to 
improve their skills. When you get free instruction, one 
should take advantage of it. I'd like to set up other 
classes for them. (Classes?) I'd be interested in a 
refresher course for our American-born population." 

"No" to any class scheduling conflicts with work schedules. 
"Not in that respect, no. The problem now is, we have three 
different schedules. They are staggered by one hour each." 
She believes the organization to be 'Very committed" to this 
program. "I would like for us to be able to provide the 
classes for all the employees at one time. But with ouo: 
production schedule, it's impossible." 

Overall reaction to classes at the work site: '*I'm in favor 
of it. I'm the human resource person here. The more 
classes I can get in here, the better. I like it. 
Education and health are my two top priorities." 

Overall benefits of the program to the organization: "A 
better educated staff is a happier staff for one thing. It 
puts people on an equal footing. (Meaning?) The older 
ladies out in the plant can begin work which can lead to a 
GED. It builds self-esteem." 

Likelihood of recommending program: "Very likely. I'm very 
happy with the program. It benefits the community in 
general, net only us here." 

Suggestions to make the program better: "Most of the 
problems were ours. (What?) In not letting people off to 
participate. The staff has been very good in helping to 
meet our time requirements . (Attrition problems?) A 
little, but there we were conduct ing in the winter . It was 
dark and people had to walk to the mall to catch the bus. 
It was dark and also the flu season hit. A lot were 
dependent upon other employees for transpor tat i cn . " 



Recommendations : 



1. Contact Ms. Wilcox about initiating one or more ABE 
classes to run during daylight-saving time. 

2. Work out a program with the company aimed at 
alleviating the transportation heme problem for 
employees interested in part icipating, or limit 
enrollment to employees who appear not to be likely to 
miss classes because of transportation home problems. 

3. Replicate Catonsville Community College's workplace 
learning model of providing individualized instruction 
to participants coming from a staggered shift schedule. 



PRINCE GEORGE'S HOSPITAL CENTER, 3001 Hospital Drive, 
Cheverly, MD 

After prior registration and testing, two classes were 
established on December 4, 1991. An 8:30-10:30 a.m. 
schedule was initiated. The two classes were later reduced 
to one and an evening class schedule adopted. After 
continuing declining enrollment, this class was closed on 
January 15, 1992. 



Enrollees came from a variety 
of them was severely learning 
group home . ) 



of hospital departments. (One 
disabled and resided in a 



Work site materials used in this program included request 
forms, patient statistic forms, catering request forms, 
hospital menus , pre -op checkl ists , supply servi ces 
requisitions , nursing data base forms , employee handbooks , 
medical dictionaries, and recycling information. 

Learners tasks included completing job-related forms and 
charts, understanding safety procedures, understandin j 
medical abbreviations and symbols , learning medical 
vocabulary , and pract i c ing time management techniques . 

The teachers believe that a major cour e accomplishment was 
the student selection and implementation of a course project 
centered around hosp i tal -wide recycl ing of materials . 
Students researched the need, wrote letters, contacted 
county officials such as the Office of Recycl ing , analyzed 
costs and savings, and met with department directors and 
hospital officials. 
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On April 15, 1992, I interviewed Ms. Helen S S-gat--^ 
Education Specialist for the hospital. H^r^aJ- he^' 
responses: ^-^-i-- a.r- ner 

"Not applicable" in response to noticing changes 
participants' job performance. ' 

To noticing changes in work attitudes: "I can ' ^ c-/- 

honest answer to that question I'm not rliro!:^-!' I' ■ 
them daily " ^"^^a u^ou . i m not directly observing 

^^^ic^^L^ilf i:d i™r^ '° ^^^^^^ indications that 

•'Not applicable" in response to noticing improved abilities 
to^corr^municate and solve job-related problems. "I wiJh it 

Selected "5" on a 1-5 scale rating the instruction. "It was 
geared directly to their needs. They took a surve^ to 
assess their skills. I feel it was a five becaus^thev 
directly addressed them." ^^ecause tney 

on.rf^'?'' ^^^^ employees liked "the program: "The 

?hef^^^^ continued liked it a lot - the ones ?hat came 
The feedback I got was good. I think some of them requ red 
special education classes. (Meaning?) I really can'? 
understand why they didn't attend." reaiiy can t 

"Yes" to problems with scheduling. "That's whv we tri^rl i-r. 
move the time, but it didn't s-'^m to heln ^nL r.f It \ 
work release. We changed it ?o-4:3S tl'l] 3o'lTter' Jo^r^ it 
decided to switch the time to late because some of them" 
couldn't get off to get to class. Mv guess is some of th.n, 

5??fJcS??^"^'^'^°" ^-^1-- Our popui:t"n^;ar::p:ciau; 

;;Somewhat committed" in answer to organization's support 

With what I am doing now, the level of awareness for 
education and training needs was at a lower level than it is 

Reaction to work site classes: "I^'s areat T ^nvo ; ^ t 
want to try to do it again." ^ ^ ' ^ 

Respondent is "somewhat likely" to recommend this program 

If they were to take my suggestions and do it that SSy I'd 
recommend It. We have to be sure we are spending 'oi^er^pL? 
money in the .most effective way. We've got t- 1 ock It he", 
we motivate employees to participate." 



Suggestions to make the program ^-tter- "W. 

diverse population. What we need ' ^ - ' i / ' ^ 

They need basic math and r^ld^nj sHi^'^^^^rfJ 

. .-n trying to teach coir.mon senJe ' I 7. ^^^T^i^^'-^^- 

]-:ncw what they need. (Mean?) I don t think the 

ri'iilr^^^n'TtlJ"/"'^ "l^-' the roles and 

to me a? all about thl ilj^ education people) didn't talk 
before I ,ot herf i^'5e^»b^r"^"^„K^:Ue ) " 

ke^.'J^o;plifoff.'"^:^^?^:^hlrf' attendance 
to cancel the pro,ra."° lllfslVut'.T, Vll' ^Vlji":^ 

d^o^p?;,"^%r2a"rL'S„l. 1'^ „as 

responsibility for not afLnl? Students wouldn't take 

didn't do anything S?onJ ^h^S^^ • education people 
(Other?) wrong. They did everything right. 

"There's no employee accountabi 1 i tv c^„= ^ .u 

who signed up may never have hid afsuJn employees 

in their lives. (Do about lt?) '"^^ ^""^ responsibility 

pL:o°n;?i^rit^ ^ri:^^d^^L°ee nS^^b^r^^^^- registration, 
particioant T-^ i Zu I notebooks for every 

materials ^ ^^""^ ^ dollar fee for 

Recommendat i on : 

Despite attrition problems Ms q^rr=-i-+. 

willing to work to re-ostfhl^fi; ^f^^-to seems to me tc be 
this potential She his her vLS ^'k"; .^^^^^^t her about 
attendance problems She wantsTr^.?^' 

conducting classes. A progrJn a? Ihf. "^i" Planning and 
provided it is closelv coordinated wthM effective 
an ongoing cooperative Prog1:rm:nag:mSnt'mod:r''° 
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OVERALL PROGRAM COMMENDATIONS: 



1. Subject to the approval cf the FY93 Workplace Literacy 
Grant application, contact your representative at the 
U.S. Department of Education. Determine if it possible 
to continue to utilize some of the sites which were used 
for previous grants. Make the case that good contacts 
have already been made and that we have learned a great 
deal about how to solve the problems which existed in 
previous grants. We can be even more effective than we 
were if we are allowed to build on this existing base. 

The need still exists at these sites. Why go to the time 
and effort of locating new sites with similar needs? 

2. The program administration and instructional staff are 
commended for inst i tut ing and fol lowing a systematic plan 
to capture workplace materials; the most appropriate 
assessment tools and strategies ; instructional 
objectives, methodologies and teaching techniques; and 
best practices for this program. These materials are 
being collected in a systematic way to formulate a 
written curriculum for each worksite. 

Many aspects of these curricula will be readily 
transferable to future sites. (I will examine and report 
on these materials in my final evaluation report) . 

3 . Each instructor completes a form whi ch lists the 
workplace task, the instructional objective, and the 
materials used. Duplicate copies of materials used are 
attached to this form. These forms and materials are 
assembled by each instructor into a loose leaf binder . 
The binders are later collected by the instructional 
superv i sor . 

Program plans include a formal compilation of this 
information into bound and printed curriculum guides. 
This will occur in April during a several day curriculum 
writing session. 

4. Some of these binders included additional very helpful 
information . Some instructors went so far as to maintain 
a daily journal or diary of instructional activities, 
self -evaluations of their effectiveness, anecdotal 
records of the needs of the ir 1 earners , and assessments 
of individual student progress. 

As the outside evaluator, this information provided me 
with great insight into what was happening on a 
day-to-day basis. I would highly recommend the 
institution of this practice for all workplace 
instructors . 



Indeed, this practice should be brought to 
the attention of the NWLP staff at the U,S, Department cf 
Education/OVAE, I had previousli' never heard of its use 
in adult learning programs of any kind but I believe it 
to be an exciting and innovative method of contributing 
to the program evaluation process . (One obvious caveat : 
The information they contain should remain confidential 
and be used in a positive way only, for staff evaluation 
purposes . ) 

5. Workplace instructors meet together with their supervisor 
to share their best practices. These meetings provide a 
forum for the instructors to share the information 
collected in the binders, to assess the effectiveness of 
the curricula, and to obtain advice and recommendations 
for solving any problems which may have arisen. 



My third and final evaluation report will include the 
f ol lowing : 

1. An evaluation of the extent to which the goals and 
objectives of the proposal were attained. 

2. An evaluative snapshot of the program over the life of 
the grant including, but not limited to, a review of the 
commendations and recommendations made in my first two 
reports . 

3. A review and comments about the soon to be completed 
curriculum package , 

4. Specific findings worthy of commendation and continuance, 

5. Specific findings which suggest recommendations for 
program improvement in the future. 

6. General findings which reflect commendable program 
aspects as we 11 as those whi ch are des igned to lead to 
improved program quality. 



ADDENDA - SAMPLES OF WORK SITE MATERIALS USED IN CLASSES 

1. LITTON SYSTEMS DIVISION, AMECOM 

2. CITY OF NEW CARROLLTON , DEPARTMENT OF PUBLIC WORKS 

3. SOVRAN BANK OPERATIONS CENTER 

4. GRACE CULINARY ARTS 

5. COMPUTER SCIENCES CORPORATION/LORAL AEROSYS 

6. AMERICAN PEST MANAGEMENT 

7. LAUREL RACE COURSE 

8. CINTAS UNIFORM CLEANING COMPANY 

9. PRINCE GEORGE'S HOSPITAL CENTER 
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS/PRINCE GEORGE'S 
PRIVATE INDUSTRY COUNCIL FY91-92 WORKPLACE LITERACY PROGRAM 
THIRD AND FINAL EVALUATION REPORT 

SUBMITTED BY JOHN P. CREI6HT0N AS EXTERNAL EVALUATOR 



INTRODUCTION 

This is the third and -f-'inal evaluation report o"*-" r.ne 
workplace Literacy Program conaucted by rhe Office of Acjlt 
Education of the P»^i nee George's Co'jnty Public Schools n 
partnersh"^p with the Prince George's County Private Indusc^y 
Council. This program was conaucted under a National 
Workplace Literacy Program Grant of $101,080 with a 
r.opfeceral contrioution of $67,610 for a tc^.r" ouaget of 
$168,510. The Grant Award period was from March 1, 19 9 1 - 
August 3 1, 1 992 . 



I. RECAP OF PREVIOUS REPORTS 

A. FIRST REPORT 

This report included grant Planning period site selection 
activities, a description of the evaluation croceoures used, 
analyses of the results of v-'siting all wcrK sites, 
"Employer Evaluation" questionnaire results, ninety-^i/e 
"Emoloyee Evaluation" responses, ana all related findings, 
comrrtenda t i ens ana recommendations. 



8. SECOND REPORT 

This focus of tnis report was the wor-: place r e " .-=^ tec r es s of 
the ^'^^'^-"cu'ia. It measurec -^e'^atecness against -^ece-^t 
n-'gnly regaraea resear cn oy Thomas o. Sticnt. It rev-e-^ec 
audit/tasK analysis procedures, workplace nnateris^.s in use 
in classrooms, the specificity of c u r r i o j 1 a to i n d i v d u a 1 
sites, companies and occupations, an ar. alys'^s of curri culu^r 
oinders under development, and all related f^-ndings* 
commer^dations and recommenaations . 



C. FINAL PROGRAN REPORT 

This report was suomitted to the U.o. Ce::.=3'"trnert of 
Education by the Pr i n.ce Geor ge s County 1 i c 5 c oo 1 s ar. d 

tn e Prince Geor g e ' 5 Private I nc u s t r y ZoL^r c , a = c ooo e*' a t i 
wo^^^'place literacy partners. 

These reports are cited tri^v'-'de a content *cr tn'S -'-.-3 

C"* _ 

r e c r r t . ■'• s report w 1 1 r : t J . p i c a t e d a t =1 3r.c ether 



i f~ m .3 t ^. ^ n w n ' - n r ^ 3 c e " -: e v teen £ ^ c t ' 
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II. ATTAINMENT OF PROPOSAL GOALS AND OBJECTIVES 



•w-ne ocjective or the program was no serve 250 zr -r-o- 
employees. (500 employees by gljp : c a red cou*^tt . e 
employees who attend more tn.=jn one ten i^eek c^.ass. 
goal was exceeded since an jndup 1 i ca ted count c ""^ 36 i 
workplace learners were served. A duplicated part*' 
count of 501 was established by noting tnat 12-3 of ^ 
learners served (36%) participated in more than one 



Tre goal of service to ^bU students was e'.sceeaea by ''IS or 
47%. The program 1s commended for attaining such a 
substantial Increase over the projected goal. 

A second objective was to provide for a total of sixty 
classes with a "class" being defined as a te^^m of 
instruction not less than ten weeks with not less than four 
hours of instruction per week. For the most part, classes 
were conducted in these ten week cycles, A total of -^^orty- 
tnree classes were conducted with a range from a single ten 
week class session at four sites, to a high of nine ten week 
class sessions at Laurel Race Track. Factors such as 
layoffs, downsizing, transportation problems, lack of 
incentives for employees and scheduling conflicts all 
inhibited the program from attaining the sixty class 
objective. In fairness, however, the classes which were 
established served the larger than an t c i p a ted number of 
employees enrolled. 

""he objective to utilize no more than 40% of c ommer c a 1 
available materials and to develop no ''ess tnan 6Z% 
wor kD 1 ace- spec i f i c teact'^'ng materials was attainec. (See 
III. "CURRICULUM DEVELOPMENT celow). 

::tudents completed evaluation surveys wricn yielded yery 
positive results. Workplace Employee Cues 1 1 onna i r e ras,'''ts 
were extremely positive (see Final Evaluation Repo^-t for 
both survey results). 



III. CURRICULUM DEVELOPMENT 

An excellent Workplace Learning Guide was develor>ed t^rc. 
a collaborative effort of tne instructors who tauart in ^ 
grant c r ogr am. 1 1 c ons i s ts of an aosti^act, a prccr^a^n 
Overview, and section*^ relating to the ten wor< s^'tes 
involve. :j in the grant program. 

This orocess was accomolished through tne cj^ ve 1 oo men t 
seventeen ~ i' j i v i c j a 1 t : : . z: e r- s o * w or- k p 1 a c e ~ s c e c * ' .: - ■ ^ ^ - .. 
Tia t er a 1 s ^r'~''zn wer-e ccmc'""''!ea into tr-f^* ou"de f^f^o^c-^ 5 
s e r * o ^ 5 1 3 " ? ^ * " u • " wr" i t i n g sessions. lie'-- " - . 
o e e n c r ^" v e c to tne l.- . 0 . D f c a r t m e n t of c c 3 t c n . 



As stated In my orevlous reporz, tne Learning Guioe is 
exceV.ent. SecTiions of t ^^.ou'a be read-i"]}/ acaptab'ie zo 
similar occupational areas in other geograpnic areas of "ire 
country . 

The fo Mowing is my analys-^s of the type and quality the 
curriculum development by site: 

A. American Pest Management. This site had a strong i^crK- 
relatea curriculum >jhich would be good for replication by 
any other pest control company. Instruction included 
solving pest control problems, interpreting maps, reading 
map & street indexes, interpreting graphs, recognizing and 
using occupational signs, charts, forms, and written 
d i r ec ti ons , using c er t i f i ca t i on test ques t i ons and r e 1 ated 
information, understanding and using industry-related 
vocabulary including names of chemicals, and safety policies 
and procedures. 

3. Prince George's County Public Schools Maintenance Yard. 

The participants were school building and grounds 
custodians. Curriculum materials included a description of 
the magnitude of the responsibilities of the Division of 
Supporting Services and .ne amount of materials used. An 
excellent section of Matn problems which directly reflect 
work-related problems was developed. Another math section 
is devoted to geometry. Other section topics are automobile 
naintenance, measurement, mechanical concepts and spatial 
relationships, metric tool use, performance aporaisa! forms, 
exploded diagrams, and techn^ical specifications. The 
orimary emphasis of this section is working witJ^ .Tath 
related pr oblems. 

C. Cintas Corporation. In acciiion to oas-ic Encl-isn 
language acquisition materials, skills taught incluaeo 
interpreting employee handbooks, on-the-job policies, 
production department guiaelines, plant clea n-^'ng schedules, 
and work-related conversational skills. 

0. Grace Culinary Systems. This cu^-r i cu ut. includes na.-n-r-g 
of kitchen tools, utensils and appliances, cooKing 
directions, interpreting oven temperatures, aining skills 
and manners, recipe measurement, following written work 
dissections, and using occupational signs, cnarts, and forms. 

E. Laurel Race Course. Curriculum includes too'^s usea , 
foods for horses, tack vccaculary, libra'-y registration 
forms, parts (points) of a horse, and a reprint of an 
article about grooms and hot walkers. A"so include<:j are 
samples or job apolicaf^'ons, resumes, letters of 
-jop 1 i ca t v^r . ana an employee Peauest For As2^'st-3nca ^"c^—^i. 
N o mat h c u r~ c u ^ • j m £ c r o v i d e d . 



r , L i tton-Amecom . a l^rga p-s-u " rr^a c --^^ ^' . • v/-^.i 
3c or opr i a te 1 y center ec arounc: a f'jT:ur3 -^'^ t c.^ *:* c 
rsQuirement requiring emoloyees to pass a " £;•': 
test. Samples of test qjestions anC course .rs.^ -i.^.- i 2 * = a- 
includea along with technical terms and c'efini-c'-ons. 
Additionally, skills were taught in i n terpret r g 
schedules, company oolicies and proceaures such as 
performance reviews and wages and benefits. Because 
c on "C i n u e a company downsizing was anticipated, j o d c h a r. g e 
skills were appropriately taugnt. No specific ESO^ 
instruction material was included. The reader cannot te 
from tnis curriculum that participants were not na::ive~D 



G. Loral -Computer Sciences Corporation, The cur ^ i cu jrr, 
guide reflects work with phonetics, writing - esoecially 
technical reoorts - problem-solving in a team settirc, 
giving and receiving worK instructions, and English grammar 
and usage. No math was included and was, perhaps, 

u n n ec es s a r y . 

H . New Carroll ton Department of Pub 1 i c Works . This 
curriculum features reading local maps, truck routes, 
compass directions, and reading street names. Other work 
materials are material safety data sheets, commercial 
driver's license applications, CDL licensing requirements, 
personal banking, and measurement related to geometric 
shapes. No basic math skills materials are included. 

I. Prince George's Hospital Center, One unit ce-.te-^ec 
around a student selected tooic of recycling materials at 
t["ie hospital. Letters were written and a project was 
developed. Ot'ier curricular materials listed a'^e 
interoreting graphs, employee ha^citDOOKS and dec art men t 
manuals, workplace memos, reading and interpreting mecical 
vocabulary and health care terms. No ma t n curriculum -"3 
evident. 

J. Sovran Bank. This guice , which was used for E-iOL 
learners, has instructional nr. aterial related to gi'/ing 
service, personal conduct, the bank's Personnel Policies and 
Procedures Manual, employee responsibilities, banking 
terminology, and a company fact sheet. because layoffc; ^e-^e 
likely, lessons concerning Job cnanging skills were 
included. This section does not look at a "1 1 li^.e an ESOL 
curriculum. 

IV, PROGRAM ADMINISTRATOR INTERVIEWS AND RESULTS 

Four adm i n i s t 3 tor interviews wet^e conducteo t^ ::-etermine 
3 am n i s tr a t or perceptions of triis program. -^n^^^-y-^^s 
were c jnouc ted -^or eacr. oa-'-tner . 
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The •^esoondent resoonses were vNritter In x.ne f~rst oe'^sc-r. 
singular as each r es oonden t ' s answers were g vc-r . 

Mary Ellen Butlak, who was responsible -^^or rr-.e cry-to-day 
acministr ation of zhs proqram, was interviewed on A^ou-r "'3 
199:. 

A. Concerning her Job title and roles and responsibilities. 

I'm the Fac i 1 i ra tor , Workplace Literacy. I -t-'ind err.c oyer s , 
set up classes, nelp with rhe recruiting of stuoents. v-isit 
the work sites, discuss the goals with the employers, use 
these goals ^n setting up the curriculum, arrange for the 
placement test, tne pre-test and, later, tne post-test. 

In some instances, I teach and am the liaison between the 
teacher and the school system. Also, I'm the "mentor" and, 
hopefully, intercept any problems. I'm responsible for some 
aevel oomen ta 1 meetings, particularly the curriculum one. 

I oversee the compiling of the final sample curriculum 

binder. I tally all information for the final report from 

two surveys, one given at the end of class and one given 

sixty days after classes have ended. I'm the caretaker of 
all records for the year-end report. 

B. How program policies were arrived at. 

We tried to stick to what we said -tn the proposal . I was 
privileged to be in the last lA^orkplace program as a teache'" . 
I i miD 1 emen ted what I knew ^rom the previous grant. 3ett^'ng 
work sites, it was a lot of br a i ns tor m-: ng aco'jt wno wcu * a be 
interested and a lot of cold calling. 

C. Mow the issue of securing upper marvagement commitment 
wa s hand 1 ed . 



t was Just basically me calling and telling them aoout the 
program, stating that we would like to run a fo^-ty hour, ten 
week course and that it was free and if they agreed they 
would commit for at least ten weeks ti^-.e. 

I would vis-it, tour the facility, talk about cu^-ricu"^, ss'^ 
them what tasks they wanted addressed, disc^/ss now best to 
recruit the employees, and then we would estac'-'sh the oest 
' le for c'^assrooms. the best class time a^c:- wnether they 
•er release time or some other coToensation. 

T they said "go", ther. we were committed -i-'or a**: least t %n 
•^eek:-f . 

^ c c e s s e s -.^ s e a o u c 1 i n <^ t e g r ^ 3 .% .7. k i, z-^s 2 n a 
r e r u t e t: ■:• v e e Participants. 
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cm e o e o c e r r^^z t: e " r own - ■/ e .5 ^. .'^ e y o ^ - o - 
Some had meen'nqs wh-r^^e a s^cer/'sor ta^. = "CO 
some we nad s'^'cn-'jo snee::s , so.Te ^.-en-fi air'ect:'!./ 



employee ar.a sa^^z 
a big barcecje anc 



■; 5 r - p an a 
; n - u p . 



u o n c e "1 "i no 



' V ^ 5 o r or m a n a g e iT. e n a a f e r 



^as Ticre interpersonal . 



• e c c ~ a to 



^ em , 



It wasn t a formal wo'^ks-^^ 
wo J "Id meet witn tr^em cersc 



discjss wneir nee 05 ana walk aoout the orcgram ana r.a,^e 
^ron rne-^e . 

•~ . Concern'^ no rine hanol'^'na of on-site problems 1 ^' k e 



vve ^ould wa^lk abOLi'u t anc f xnere were cnanges, ^e wou ^ a 
change ^^t. l^!e we-^e lucky that we naa ver^y flex^ible 
teacners. Scneculinc proclems were minimal. A'^ter the 
first ten weeks of classes. S o v 3 n Bark wa n e a to have 
comc^uter classes anc couldn't have -en em on site, so ^e 
offered them at DuVa'' High School in Greenbelt. 

i^»e agreed to a schedule change at P.G. Hospital Center. We 
were extremely flexible at the -^ace track because tne nc. 
walkers had to feed the horses from three to four so we '^ad 
that hour break in between sessions. 



V. o n c e r n 1 n g o r o c e o u r e s use-: 
o^^ientation and measuring 



"or assessment » reten^. -o.■' 
r a r- -* n c a a i n s . 



^ h e first thing we ~ - was t e A - - " a c e m e n t - ^ or c 5 •: 

s K 1 1 s . T f"^- e n we d "* d a C A 3 A 3 ^ e arc o c - t . F o E 3 l e n a c 

some szaCiZ-^r 6 Maryland tests a " i , in some s t u a t i o n s , c e 

anc oost-tests we'^e designed fo*^ f^e s^'te. 

During tne f-'rst class, we would have an orientation 
meeting. Tn.e teacher was the^-e. I conaucteo the meet^-nc. 

The supervisors kept track of wno was com'^'nc, "I'eac'-e'^s 
would inau'^Ve or call tne stjc:enr. t^^e emcloyees " C'O-.ec c 
for each other. (Mean?) "ney ' d = = / . "-re you com-^n;; ^. c 
class?" or , " A 1 s still <^o^ k n g ? . 

H . C o n c e r n T n g procedures to learn 5 j g e ^" / s o r c c "** n - c ^ 3: 
p ar t c pa n t Job o e-^ "^'o'" ma ^-c e differences. 



n e s u r v e / t h 



we G"C s'^-sty oavs arie*" 



ass e 



: h e e m p 



^ r- a r - 



exce 1 - enz 



g or 'ne : r s^.r -^c t: ona . procra:.*; 
' c ■: c r ' . 



^ o u 1 c say e X c e i ; e n "L r c* £ o ti e ; o v e r 3 • ' ^ e \ ■ o o c ' . 
tvn y ? ) Because we n a a e x emp a r y s i t u a i o:~ s . ^ r- e s _ c r 
tcries "^iKe Brown Szaz'^>on, Litton, American Pest. a5c 
f uaurel , Cintas, and Sovran Zb^'k . Some ;-.'e-^e very v^o 
e-atea. jCme tr.at ran nany classes showea marked 
T, c r o V e m e r t — "t n e n e n i m d v i n a in t r e ' r s k. i " ~ s . 



ec ts 



. :)ncerninQ wh-cn partner haa more authority a^^-^ 
n cnarge of wnat. 



/V n o was 



"IC cou*^a have beer mere aagress-ve. ,.^ea'~'7) In ^ocatira 
0L;3":n esses. I wou'^a '~ave ""'kecj .Tiore time to deve^'cc 
curricu'^um before classes started. (Else?) Mayoe aoinc in 
and aiscussing with manacerrent a series of ten tasKS to ce 
completed in the t-"me allotted and. at the e-^c of tne ten 



weeK sessTon 
aoccmD 1 i sn . 



:e I I manaaement wnat we were able 



•< , Would vou do it all ov' 



'er again or not: 



Sure. I 



wou !d maKe s.r-me cnanaes . 



'ecommend a ^ 1 



:Tme joD and benerits. 



J ' J s t try to get a teacher 
o a y . 



o r-^- n o u- r a a y , e / e r y 



^ ' 1 V ^ u J . 1 a V a O a r , K O 

tne croc. "^re worke'^s vcti 
naoDy, they leave, esoec^a 
'-el ease f'.T.e . 



tne> -e 
: -! n o w o 



Ctner 



commen ts 



Some are really gratify'ng l-ike 3rown 



nite need fon the Cf^oaram. 



^.ef^e ar'e n":ne criteria 



that, IT you can meet tnem. tne oroorsm snc. 



;o t 



I see a lot of me^'-t ^ ■ t s ^-^^n ^e • 1 arc 
or two of the cr-ftaria are 'acr.ing, I ca'- 
Cver al". it was a €i^ar z'^. nz excr-^^'ence. 



n e v^e 
e wn y 



^. e V r a 



~ t er"' V ewec 
Supe^vi scr c ^* 



~e '^otte'"" i^n Auc^' 
: r t h ' S or- Ddr , 



ERIC 



i 



r n^?1oec wrSte zhe or ant. I d a *^ 1 zna O'^cge^: ' '^c . [ -r-^i 
.ery fr acoer: r, 1 y wi*:n Nary anc Agne<£ . I .ver r. to ~C'r.^ : -r,.^ 
sites. I really got It. starteo v^ith Margaret, 'r^n zoz 
"Aary to take oyer. I wor^ea wit.'n PIC t.'*-yir.g to ge-. 
employers - sites for the program. 

S. How program policies were errivsci at. 

Once we had decided to have a program at a center, we mace 
most of tne decisions together. If tnere were supervise- > 
proolems or not enough oeople - we tried to do it as a 
group. I talked to Mary and PIC. The teachers and site 
directors also had input. 

C. How the issue of securing upoer management commitment 
was handled . 

In the beginning those of us here did. Then Mary handled 
it. We did go out and visit the sites. They were most 
anxious. Many of them would work with upper level if there 
wer e pr ob 1 ems . 

D. Concerning supervisor or management awareness training. 

She (Margaret or Mary) did go out. (Ale had to meet with tne 
union for Brown Station. We started at the top. The shop 
stewards publicized the program. Then Margaret went -n and 
they brought in the employees. They had flyers, posters and 
bulletins. That happened at most of the sites. 

E. Overall rating of the instructional program from 
"excellent" to "poor". 

We hand-picKed tne people. We picked the best ana trainea 
tnem. We had several in-service training sass^-'ons. It's 
hard to say "excellent" because that includes everv s"na^e 
person. I naa very caring peoole. They die meet with 
management. They shadowed workers to fina out what thev 
were doing so that they could develoo a curriculum. 
Teachers collected things from the site. 

F . Concerning which partner had more authority and who was 
in charge of what. 

We did. They (PIC) helped us find the si tes . Alter that, 
most of it was left in our hands to deve'oo the curriculum, 
find the teachers, and do the day-to-day running of the 
pr ogr am . 

G. Would you do it all over again or not? 

Yes. I wou'^o make some cnances. I'd try to f--nc' 1 3 
s tes . 
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of businesses. I d 3 rick wTrh o-ne Ki-'.a. 

We needed more time aeveloo c u r c ^ 'j . /v-r e'^-eo 'rior-:- 

start-ijp time to have an in-oeozn curr i : j 1 u~ . 

The Diogest proolem v^as where the enriQlcye^ c^'-i^'i i . e 3-^.^.- 
incent-'ve to the employees. You've got "^o g i v-e sone 
incentives ro make this orogram worK. I wou "i 3 "^ave sure 
tried to persuc:de them to dc that - point cu^ tne z^^-i^^iis 
of the program zo them. 

H . Other comments . 

I really think it ^vas a great experience "^or the teacne-^s 
and for the students. It did a lot of good. ^le^oed a 

lot of people. They were able to oui^'d se 1 f -c on - dence a^D 
operate more efficiently and more effective'Sy on the^r joes 
It's given incentive to a lot of people to go to aet their 
GED's or to higher eaucation. 



The following interviews were conducted with Private 
Industry Council a dm i n i' s tr a t or s on Dec. 3, 1352. 

Joseph T. Puhalla is the Presiaent of the Counr^'l: 

A. What did you understanc to oe tne ^oles and 

r espons ib i 1 i t es of the P-^ivate Inr.u5t--y Couo..:-*1? 

Several things. First of a 1 , our central wo-^- ''r .vor-.-^'o^ 
oevel oDTien t . Deve^'ooirg sites an-:i eva 1 a : ^' r g -ne c-.-g^aro 
orosr to u n d e r 5 t a n a its ' m q a c t . E v a u a t i r. g i p or :3 e r t "j 
en n a n c e wn at i £ 9 o i n g on with i t er c v ' 
: o u n t V' . 
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3. How effective do you believe yci:r e^^'orts -^ave ceen 
fulfilling these rc^-es and r es cor s -* c ^' ^ i t i es ? 

Somewhat effective. Pe-^sona 1 y , my i n \ c 1 /e.Tien t ear'v on was 
related to getting business leaoersn-^'o i-.vo>/ea. 

The follow througn and attention to it wo-^n ' t tnat ^'ntense 
throughout . That oar t left a hole tha t ^os not ^* ^. ' ed . 



How would you describe t.^e Quality aro decree 
cooper a t i on ana communication t e twe -er v ou ana 
ecuoa t i on of f i ce ? 



wa 3 always e v -J e n t . It was a - ^ e a >5 u e to wo r 



High! botn the t ^* me 1 i ness , cua 1 i ty ar . 
was a 1 wa ys e v 
relet''' onsh o . 
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D. now successful do you oeVieve tri i 5 Droqr=in -.o ha /^ be-E'P ? 

.Moderately t.o very successful. As far as the enrioloyers tnat 
were recruited, they were motivated and uricer j -iC'-d tre goals 
of the program and rhe achievement of tnose ooais. It 
reflects the strength of the adult education office in 
following through and working with the employers. 

E. How likely would you be to pa^^ticipate as a partner in a 
similar program in the future? 

Very likely. It's the kind of effort that's essential. 
It's integral to our Private Industry Council rnission. 
(What?) What hapoens to at-p1ace workers; anything that can 
be done to upgrade basic skills is crit-^ca! to our 
compet i tiveness . 

F. If you were to participate in the future, wnat, if 
anything would you do differently from this time? 

I would want to play a more active role. I'd like more 
c^ early defined duties and responsibilities. As a full 
partner, PIC could help the school system to carry out the 
program. (Else?) I'd invo^ive our Board of Directors more 
in the program. 

G. What, if anything, would you recommend that the school 
system do differently next time? 

The only thing is that I'd create a team conceot and make 
sure the team participates actively througnout tne project.- 
(Team?) PIC and the school system. 

H. What other comments would you "'■i^.e to m5Ke acout this 
pr ogr am? 

I think if organization and structure is looked at, t-'-^e 
newly formed literacy corporation snould olay a pivotal 
role. This is so because workplace literacy ef'^orts shoula 
be part of a comprehensive strategy to insure that all our 
residents are literate. It should be part of a continuum of 
services . 



Juliette Pierce is responsible 
the Pr i vate Industry Counc i 1 : 

A. Understanding of PIC roles 

To assist the school system in 
would need or be interested in 



for work site development for 

and resDonsibi 1 if'es . 

identifying employers i^no 
wcrKolace 1 iteracy programs . 
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\C ser ; Lnca we id^nritTea an emp"; over. o "^'ccroauce "Che 
/vorkolace litaracy coora-n3Tor zo ner connaciii-: o.^. zne 
enr^ployer sidti. Then, fcr r.ra .T:0£-. osrt:, :> cm -f ^. over ro 
the school system for them to t\.."i"ic^Nt z'r^rougr^. . 

B. Perceived effectiveness of .-IC in f u f i ^. " i ng -oies ano 
r e s p o n s i b i 1 i t i a s . 

Very effective with the ones we aid idsnti^'y. It ceoends on 
what the measurement standards are, but for the ones we aia 
identify, it was successful . 

C. Perceived quality and degree of cooperation ana 
commun ication with adult education office. 

It was good. From the aau1t ed . office in one case, they 
went over and above the norm in accommodating the employer. 
That went a long way. It enhanced my relationship with tnat 
emp 1 oyer . 

D. Perception of program success. 

Very successful. I would have loved to have seen the grant 
renewed. It takes a little while to get the program going. 
There are things the employer has to do first before he can 
say yes. If we had more start ud time where you can get the 
word out and do the follow-up, we could have done more. 
(Explain) It takes an introduction to the wor'Kplace; to get 
the leadership to buy into t . It taKes a wn i 1 e before they 
say, "We're ready, come on in". 

E. Likelihood to participate as a partner a sin^lar. 
program in the future. 

i would, but I'd like to sit down ano lay out wro i the 
outcomes would be so everyone ;-nows the roles ana aoals; th<v 
numbers to shoot for . 

i- . What would do differently next time. 

I woula meet with the adult literacy coorainator and develop 
a strategy for what we would do together to reach the 
employer community. My work would be more -^'ocussec . We 
could create events to make the program more v-sible to t^->e 
employer community. We could help to g >/e it greater 
visibility and exposure. 

(Else?) I'd bring in our job deve 1 opers 3:--::^ summer youth 
developers to become informea about the orogr^m, to nave 
brochures and to contact the emp "loye^s they work wi th . 
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"^h e i r b oc h u r e . '^'^naz'? ) i r.ake i t, .t^ c r e -c^ ' cr z a:^ z 
az^.racz've. I' a talk nnore aboo- hj-na^ reso'-.rre 
anc how literacy can oay c^t "o emQloyers. Tna r^icc-" 
are gooC. I'd appeal to the business arg1e. I'c 
c L-- r. c n c e n i n d that message. 

H . Or:ner comments . 

I think it is a tremendous opportunity to improve zne 
Quality of the worKforce in this county ana to orin^ 
together a11 the resources available to the ernployer 
community. There's a real need and demand out the^^a. 

ANALYSIS OF INTERVIEWS 

All t'our of tne administrators of both of the partners were 
clear in their program roles as they were actually carried 
out. The Private Industry Council saw its rc^'.a as providing 
help with site development only while adult education school 
administrators were responsible for all other aspects ot the 
program . 

Both par tnersnips viewea the program as essential and 
valuable. Botn made suggestions for an enhanced partnership 
for similar future endeavors. Beyond tnat, a reaaif-]; o^ the 
responses of the four administrators is sufficient anc clea'^ 
so that a detailed analysis would be cumulafiv'e. 

V. FINDINGS WORTHY OF COMMENDATION AND CONTINUANCE 

A. Effectiveness of teaching staff. Only r^e '^ost n-ic.-ly 
Qualified, experienced an:! e f "^^ e c t \' e i -3 e ^" s we e 
assigned to t n i s program. I r; o t i c e d that n p. e y c s o 1 a y e a 
.3 s t. o n g interest in and c o m rri i m e p t to making r. r e 
workplace connection in their classes. 

Many of them demonstrated great flexibility in a^eas 
such as changes in class scnedules, new assign men t s , 
interest in good s tuden t a t tenc anc e , quality teacn - n g , 
and diligence in preparing the l^lorkp"'ace Learning 
Curriculum Guide. 

B. Site selection and coordination. Tr^- Wc^K-^lace 
Facilitator is commended for her i nd e f a i g a d 1 e erects 
in assisting with the si-ce selection process and for- ner 
work w>th employers in responding to ene-c •'•ng needs such 
as rescheduling, downsizing of the wo r'-c force, and the 
need to adaPt the curriculum to s::>ecif"c employer 

r .:j u e s 1 5 1 -* k e f o r t h <: c m i n g w o r- < e r c e r t i ^ " c a t ": o n 
r^ecuirement-S . 




Curriculum development. /.h • a aocr-^sB-^o -: - 

this reoor^, I w^'sn zo commend 5 1 " -"nvolvec n c:~-. t^e 
process utilizec anc zr.e final oroooct oDtair-.ec ^.rrc^cr 
the curriculum ceve'^ocmen- process. As -nenrionec 
previous"^/, many of the Learning Gu^'ae sections are 
worthy of replication by other programs encsagej n 
workplace learning. 

Previous commendations to note. My -f^irst repo-t listec 
commendations in the areas of employer satisfactior. with 
the program, participant satisfaction, and employee 
attendance rates. These we'-e derived from prog-3m 
records and numerous interviews with employers ana 
participating workers. 

secona report included numerous commendations ^or t^e 
f ^ 1 1 owi ng areas: literacy audit/task analysis process; 
the assessment process; the curricular response to 
identified needs; the workplace ESL programs; the 
"Request Form For Information To Be Used In The ABE-In- 
Industry Curriculum"; the use of outsiae resource 
persons; program coord inator and teachers' adaptacility 
and working relationships with site contact persons; the 
securing of employment related materials such as 
technical and safety materials; student selection and 
implementation a course project; excellence of f^e 
existing base of support for continued workplace 
learning programs; the capturing of workplace materials; 
excellence of assessment ara instructional methods; best 
practices; and daily Journals and a-iaries Kept by some 
teachers . 



FINDINGS WHICH SUGGEST RECOMMENDATIONS FOR PROGRAM 
IMPROVEMENT IN THE FUTURE 

Need for a standardized student assessment data base. 
Notably lacking in the program's data collection process 
were MAPP/CASAS test results or other test data to 
measure student learning gains. Co^sea uen t 1 y , no 
statements can be made about this area. 

The Workplace Literacy Fac-*litator cescribeo oroc^aures 
for assessment and measuring learning gains. MAPP/CASAS 
tests were administered. I noteo such test answer 
sheets during my visits. However, a proc^em was 
encountered in locating test results and test scores 
we re not availaPle for use in measuring learn ina gai'ns. 
Most of the learning gains information available comes 
from subjective sources sucn as responses to 
cues t i onna r e ques t ons wh ^ oh elicit '~ e^* c-n cen t 
cer cep t i ens r a - her than auar. ^ ^ :i .a ta . 



Previous recommendations to note. My first repo'^T 
recommended that a requirement be institut.eo tnat 3 
instructors tour the work site prior to their zeacn^r.c. 
the first class, and that a11 teachers become 5CCjuainr.eo 
with the on-site supervisor and informally report r. :> 
that person on a regular basis. 

My second report included the following: The need for a 
contractual agr eemen t with each site out lining goals and 
objectives, and specifying company commitment and 
support; the need to group participants by ability 
levels; the need to develoo an cittendance reporting 
system; exploration of the potential for services to a 
group of high-tech companies including an after work 
hours lab concept; replication of a staggered shift 
workplace model of individualized instruction; and the 
implementation of a cooperative program management 
model . 



I was very impressed with this program. It is too bad that 
continued funding was not available. No program is perfect. 
The recommendations I have made were in the spirit of 
providing an external perspective to improve 'Nhat was 
already a very fine program conducted by dedicated ^no 
knowledgeable staff. 
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